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{Local Government Entity) (Unit)

(1) (2) (3 C) 5 (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required

State or by
__LGRP LGRP
Annual Financial Reports - 5 years, Paper,
Appropriation/Budget reports, provided electronic
5101 revenue reports, Vendor Listing, audited [:|
Check Register, Purchase Order
Listing, Financial Summary, Detail
Reports, Fund balance reports
Financial Audit (released by Auditor of | 10 years, Paper,
5102 State) including financial statements, | provided electronic
notes, opinion letters, and Federal audited |
Schedule
Five Year Forecasts 5 years Paper,
5103 electronic D
Bank Depository Agreements 4 years after | Paper,
5104 completion electronic |:|
Bank Statements 10 years, Paper,
5105 provided electronic I:l
audited
Investment Records (investment 5 years, Paper,
5106 ledger, confirmations, wire transfers, | provided electronic D
copy of cd, etc.) audited
Bond Register 20 years Paper,
5107 after issue electronic |:|
expires
Bonds and Coupons Until Paper,
Redeemed, | electronic
5108 provided D
audited
Securities Permanent Paper,
5108 glectronic I:I
Tax Anticipation Notes (Records 10 years, Paper,
5110 borrowing against Future tax provided electronic D
Collections) audited
Tax Budget Files (Alternative Tax 10 years, Paper,
5111 Budget File and Resolution) provided electronic D
audited
Certificate of Estimated Resources 10 years, Paper,
5112 provided electronic I:I
audited
Original Appropriations, 10 years, Paper,
5113 Appropriations Amendments, and provided electronic D
Final Appropriations audited
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{Local Government Entity)

(Unit)

(1) (2) (3) ) 6] (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required

State or by
LGRP LGRP
Insurance Policies 15 years Paper,
after electronic ]
5114 Expiration
Provided all
Claims
settled
Employee Bonds, Board Member 5 years after | Paper,
5115 Bonds expiration electronic I:I
Vendor Contracts 15 years Paper,
5116 after electronic |:|
expiration
Voucher Packages (check copy, PO, 10 years, Paper,
5117 invoice, expenditure support) provided electronic D
audited
Receipts (includes copy of receipt, 10 years, Paper,
deposit slip, pay-in form, check copy, | provided electronic
5118 | receipt support: tuition report, state audited ]
foundation report, tax settlement
sheet, auxiliary services report, grant
report, etc.)
Personnel files (including employment | Permanent Paper,
applications, resumes, electronic
contracts/salary notices, evaluations, ]
personnel actions, absence
certifications, tax forms, retirement
5201 enroliment, payroll deduction
authorizations, transcripts, Civil
Rights/Civil Services records,
disciplinary records, retirement letters,
and any other documents which
become part of the personnel file)
Application materials for individuals 2 years after | Paper,
not hired (employment application, the position | electronic
resume, references, recommendation | for which I:I
5202 letters, background check, etc.) they applied
(NOTE: application materials for is filled
anyone hired will go in personnel file
which is permanent.)
5203 Payroll Ledgers Bi-weekly payroll Permanent Paper, D
reports, quarterly payroll reports electronic
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(Local Govemment Entity) {Unit)

(1 2) (3) ) 5 (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required

State or by
LGRP LGRP
Monthly Payroll Reports Leave usage | Permanent Paper, D
5204 and Accumulation Retirement service, electronic
etc.
Bureau of Employment Service 6 years, Paper, |:|
5205 Quarterly Reports provided electronic
audited
W-2's, W-4's (employer copy) 6 years, Paper, D
5206 provided electronic
audited
Federal Income Tax 6 years, Paper, D
5207 (quarterly/annual) provided electronic
audited
Ohio Income Tax (monthly/annual) 6 years, Paper, |:|
5208 provided electronic
audited
City Income Tax (monthly/annual) 6 years, Paper, |:|
5209 provided electronic
audited
School Income Tax (monthly/annual) | 6 years, Paper, D
5210 provided electronic
audited
Payroll Reports used for each payroll | 4 years, Paper, D
5211 computer generated provided electronic
audited
Payroll Update Listing 4 years, Paper, O]
5212 provided electronic
audited
Payroll Calculations 4 years, Paper, [
5213 provided electronic
audited
State Employees Retirement System | 4 years, Paper, |
5214 (SERS) Reports provided electronic
audited
State Teachers Retirement System 4 years, Paper, n
5215 (STRS) Reports provided electronic
audited
Annuity Reports 4 years, Paper, O
5216 provided electronic
audited
Benefit Folders/Reporis 4 years, Paper, O]
5217 provided electronic
audited
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(Local Government Entity) (Unit)

(1) (2) 3) 4) (8) (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required

State or by
LGRP LGRP
Employee Request and/or 4 years, Paper, ]
5218 authorization for leave forms (sick, provided electronic
vacation, personal, or other leave) audited
Employee Vacation/Sick Leave 4 years, Paper, ]
5219 Records provided electronic
audited
Time Sheets (includes Overtime 6 years, Paper, D
5220 authorization) provided electronic
audited
Employee Insurance Bills Medical 4 years, Paper, n
5221 Dental Life provided electronic
audited
Paycheck register 4 years, Paper, ]
5222 provided electronic
audited
Unemployment Claims and reports 5 years Paper,
baa3 electronic O
Worker's Compensation Claim 10 years Paper,
records after electronic
5224 financial |
payment
made
Transient documents - Notes, drafts, | Until no Paper, 0
9999 correspondence, invitations, meeting | longer of electronic
agendas (other than Board meeting administrativ
agendas) g value
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