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- 800 E. 17" Avenue
o H I o Columbus, OH 43211-2474
HISTORY
CONNECTION
RECORDS RETENTION SCHEDULE (RC-2)~ Part 1
See instructions before completing this form. Must be submitted with PART 2
Section A: Local Government Unit
City of Shaker Heights Neighborhood Revitalization Department
(local government entity) (unit)
Kamla Lewis Director September 8, 2016
(signature of rcspcmsiblg official) (name) (title) (date)
Section B: Records Commission
City of Shaker Heights Records Commission 216-491-1410
(telephone number)
Office of the Mayor, 3400 Lee Road, Shaker Heights, Ohio 44120 Cuyahoga
(address) (city) (zip code) (county)

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

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 serics 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.
fm‘ﬁ. 1D, AU,

Records Commission Chair Signature | Date

Section C: Ohio History Connection - State Archives

@@MM Local &ﬁfﬂ%v'/f"'%ﬁmz{ﬁ Aelivist /Zg///// &

Section D Auditor of State

(MZ; £. /72,/&//?(4@@ /473/(._ (0-26 ~((,

Signature Title Date
Please Note: The State Archives retains RC-2 forms permanently. It Is strongly recommended that the Records Commission
retaln a perinanent copy of this form

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




Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instrutctions before completing this forn.

Clty of Shaker Heights Neighborhood Rovitalization Depatiment
(local govemment entity) funiy
(1) ) @ ) (5) (6}
Schedule Record Title and Descrlption Retention Medin For use by RC-3
Number Pertod Type Auditorof | Requived
State or by
LGRP LGRP
NR16-01 Accident Reporis/Filas Place In Paper or
Bodily Injury to smployees Personne! Flle Elecironlc 0
NR16-02 Aclivily Reporis 2 Years Papsr or
All lypes Elaclronic ]
NR16.03 Agendas 6 Years Paper of
toins of discussion Elecironlc |
NR18-04 Annual Depariment Budget b Years Paper or
Month end and year end reports Efecironle |
NR16-0b Actlon Plans Parmanent at Paper ot
Project department goals. 50 years Elactronic [{:}/‘
appraise for
histoiical value
NR16-06 Altendance Repors/Records 3 years Paper or
Record of dally allendanca (vacation, slck, holiday, elo,) Elaclronic 0
NR16-07 Audlovisual, PR & Tralning Materials Untit Paper or
Various City braining materdals, e.g. customer savice, infonmalion is Elacironic ]
diverslty, ele. supeisadad,
obsaolels or
replacad
NR16-08 Badges and IDs Turn fn upon Paper or
Pholo identificalion fermination Elactronic O
MNR16-09 Blank Forms Untli obsolste Paper or
Forms o assist the Deparimant In ils operallons for or superseded Elecironic [}
dapariment use
NR16-10 BlusprintsiVellums Until updatad, Paper or
Admintstealtve records niot coming under another type of superseded or | Elactronic D/
record. ahgolete,
appralse for
historical value
NR16-11 Compllance Repoils 6 years Papar or
All types Elactronlc 0
NRi6-12 Conlinuing Educatlon Carlifications Class/SeminarTralning | Pemanent ~ Paper or
Altendanca Records Place In Electronic (N
Filas conlalaing cedifications _parsgnngl file
NR16-13 Conlracls and Agreemanis 15 yaars after Papaer or
Records memorlailzing the sale, exchangs or transfor of explration or Elactronic Im|
goods or services to and from the City, and other terminalton
egreemants between the Clly and another party.
NR18-14 Coples Use applceble | Papaer or
All madla - official file copy records sefies Elacttonio O
relention poriod
ReadingfinformalionalReference Copy Untit no lenger Paper or
administratively | Elactronic
nacessary
NR16-16 Corrospondence Papor or
Roullne form letters i yoar Elactronic a
Goneral 2 yoars
NR16-18 Drafts Unlll no longer | Paper or
All modia adminlstratively | Electronle 1
nocossany
NR16-17 Drawings, Tracings, Mylars Unilt updatad, Paper or
Administrativa records not conting undar anolher lyps of superseded or | Elaclronle 0

racosd.

ohsolele
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See insiructions before completing this form.

)

City of Shaker Helghts Neighborhood Revitalization Department
(local government entity) (unit)

) 2 3) “@ (5) (6)
Schedule Record Title and Deseription Retentton Media Kor use by RC-3
Number Perlod Type Auditor of | Requived

State or by
LGRP LGRP
NR16-18 Equipment Malnlenance Records Life of the Paper or
All records rolated to repalt/preventive mainlenance equipment Electronle a
NR16-10 Granl Files 5 Years Paper or
Records of funds to and from the Cily, and other Eleclronic (|
agreaments batween the Cily and another parly.
NR16-20 Licenses, Permils, Cerificallons 1 year afler Paper or
Agresment grating a right to another to use properly or to oxplrallons Elactronlc (]
conduc! an aclivily for a limited time perlod and/or use.
NR16-21 Mall Unlll no longer | Paper or
Unsollcited mali {e.g. anonymous/slanderous lollers, administralively | Eleclronle O
groundless complalnts, sales materlals. Transilory necessary
messages, informalional brochures, elc.)
Postal Records Until no longer | Papor or
Reglstered/Cerlifled/Insured administratively | Eleclronlo
necessary
Electronlo Mall Retain Paper or
E-Mail according to Eteclronlo
content - see
corraspondence
NR16-22 Malling Lists Unlll updated, Paper or
Addresses of Cily resldents/property owners superseded or Electronlc
obsolale
NR16-23 Manuals, Handbooks and Direclives Until Paper or
Manuals and any other resourca referoence or consulted superseded or | Electronlc
obsolate or
replaced.
Retain one file
copy 5 yoars
NRG-24 Maps/Plats Unlil updated, Paper or
Cily maps detalling nelghborhood and sireet locations supersedad or Elactronic P
obsolats, then ’
appralse for %
historical value
NR16-25 Memoranda Use Paper or
Routine form lelters corrospondence Electronic
General relenlion periods
NR16-26 Minutes of Meelings Permanent 1 Paper or I
Approved Hard copy year provided Eleclronlo
Audio and Video Recordings Meating informailion 0 ¢ /L
concerning the ; s o
meeting (A e el
NR16-27 Pholo File Until Paper or : &
Includes prints, slides, negatives, transparencles and Informatlon is Eleclronlo
related photographlc items no longer
current, then
appraise for
historical value
NR18-28 Project Plans/Drawings/As Buill Life of project Paper or
Administrative records not comling under another type of or obsolele Electronle e
racord, then appralse ( A
for historical bz
value
NR16-29 Records Retention Documents 26 yoars Paper or
RC1, RC2, RC3 Elactronic
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Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructlons before complefing this form,

City of Shaker Heights Neighborhood Revitalization Department
(lecal government entity) {unit)
¢} 2) ) O] ) (6)
Scheduie Record Title and Deseription Retention Media For use by RC-3
Number Perlod Type Auditor of | Required
State or by
LGRP LGRP

NR18-30 Referance/Library Matarals Until Paper or

Manuels and any other resource refarence or consulted suparseded, Efectronle
obsolete or
replacad

NR16-31 Requlsitions dyeoars Paper or
Alf records relatad o purchasing supplos/services Efecttonlc

NR16-32 Research Files b yoars Paper or
Admiglslraliva records not coming under another lype of Elsclronic
record.

NR1§-33 Speaches/Prasentations 3years Paper ot
Rasaarch noles and suppording documanis, pholos Electronic

NR16-34 Table of Organization Unil Paper or
Organizallonal Cheris superseded Electronic

NR1{8-35 Tolephone Mossages- Telaphone Racords Paper or

Electrenic
Gharges/Billa/Call Delall Recotds 2 yaar provided | Paperor
audited Electranic
Messages Until no longer | Paper or
adminlstealively | Efectronic
necoessery

NR16-36 Tralning MelarlalfLesson Plans Unlhl Paper or
Varlous Chy lralning matarials, sexual hatassmani, superseded Eteclronio
customaer sorvics, diversity elc.

NR16-37 Volca Maii Unlltno longer | Paperor
Mossages administratively | Elecironio

nacessary

NR18-38 Warrantles 2 yaars after Papar or
All records pertalning to repsliireplacement of equipment axpleatlon Elacltonlo

NR18-39 Complainis 2 yaars, Paper or
Reporis, assored Invasligative notes related to complaints provided no Etactronfe

action pending

NR16-40 Housing, Land Use, Populalion, end Olher Spaclal Sludles | Unlll no longer | Paperor
Adminlstralive records not coming under another type of adminislratively | Efsctronle
record. nacassary

NR16-41 Parformances Bonds 10 ysars aflor Papor or
Conlractors Nuisance Abalemant expltalion Elacironlo

NR18-42 Transporiation Research Files 10 yoais; Paper or
Adminislraliva records not coming under another typs of appralse for Elaclronle
record. historlcal valus

NR16-43 Personal or Professional Services 3 years Paper or
Involea or Statement or Services Elocteonle

NR1G-44 Purchass Ocders 3 yaar Papar of
Originalg - All records related lo purchasing Etactronic
supplies/sevicas

NR16G-45 Request for Proposals (RFP) 2 yeais Papear of
All records submitted by contraclors bidding for a conlract Elaclronlc
vl ihe Clly.

NR16-46 Teaval Expanse Records 3 yesie Paper or
Documentallon listing of lrave! related expandilures with Elsctronlo
necasaary approvals.

NR16-47 Disaster Plan Until Paper or
Adrinistrativa recards not coming under another typs of superseded Elsctionlc

racord.

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




Section E: RECORDS RETENTION SCHEDULE {RC-2) - Part 2

See nsirncilons before completing (his form,

CHy of Shaker Helghts Neighborhood Revilalizalion Depariment
(local govemment enlity) (unit)

) @ &) #) (5) ®)
Schedule Record Tifle and Desceription Retention Media For use by RC-3
Number Period Type Audltor of | Requived

State or by
LGRP LGRP

NR16-48 Employee Tralning Records Placa in Paper or
Vailous Cily fralnlng matariats, sexua! harassment, Parsonne! flie Electronic
customer service, divarsity sle.

NR16-49 Employae Performance Evaluation 6 years Paper or
Files containing employes evalusllion, salary Incroase, Elactronic
payrolt change notices noling promolions

NR16-60 Employee Time Carde/Sheels 3 ysars Paper or
Reacord of daliy attentdancs (sle, vacalion, hoflday slc.) Elactionlc

NR18.51 Leave Reques!s Jysars Papor or
All typos -Record of dally attendance (slc, vacation, hollday | provided Elecironlc
ele.) balances

Joumnalized

NR16-62 Personnsl Aclions Place In Paper or
Fites containing disciplinary etiers, certificalions, Parsonne! file Electronic
raslgnation lefler; retirement Information and forms.

NR18-63 Racord of Dlsciplinary Action 4 yaars Paper or
Racord contalnlng disclplinary letlers Elselronle

NR16-54 Transitory Records Unllt no longer | Paperor
Corraspondenca or other records of short-term ussfulness, of adminisirative Elocironio
.9, volcemail, lelephone messages, post-i noles, value

suparsaded drafls, lranemital docunents, schedulas,
noles, coples of records which orlginels are stored by other
City Departments, and paper records stored aleclronically
or vice varea (as long as the stored record Is kept for tho
sehadulad pesiod for that specific record),
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