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Form RC-2

Continuation Sheet

Section E: Records Retention Schedule

Board of Elections 1070
(Local government entity) (Unit)
(1) (2) (3) (4)
Schedule Record Title and Retention Period Media Type
Number Description
1070-01 Absentee Ballot
CBE-1 Applications: Civilian & Retain 4 years then destroy Paper/Electronic
(050-031) | Military
1070-02 Absentee Voter Register: Maintain paper until
CBE-2 Civilian microfilmed and quality Bk
(050-032) (Records of Absentee control checked, prior to P
Voters) paper destruction
1070-02-A Absentee Voter Register: Migrate or maintain as
CBE.2 Civilian necessary until no longer of | Electronic or All
(050-032) (Records of Absentee administrative, fiscal or legal Other Media
Voters) value in electronic format
1070-02-B g::‘n'siﬁ:rt‘ee Voter Register:
CBE-2 (Records of Absentee Retain Permanently Microfilm
(050-032) Voters)
1070-03 | Absentee Voter Register: !I:_aintx-:_i'n pzperctlmtil i
CBE-03 | Military (Records of sl ol ‘:)‘:foﬁo Paper
o )
(050-033) | Absentee Voters) paper destruction
o . 1 Migrate or maintain as
1%?;3: az?;r;yte&:g;er;:gglster. necessary until no longer of | Electronic or All
(050-033) | Absentee Voters) administrative, fiscal or legal Other Media
value in electronic format
1070-03-B | Absentee Voter Register:
CBE-03 Military (Records of Retain Permanently Microfilm
(050-033) | Absentee Voters)
1070-04 | Abstract of Votes (Abstract :f;’;:;&ﬁ":; ;‘"ﬁ'amy
CBE-4 | of Votes Cast In All o s Paper
(050-034) | Elections) control ¢ eckqd, prior to
paper destruction
Migrate or maintain as
1Ogg-EOj‘-A 2?3:;‘: g;;’tolfi{f‘bsmﬂ necessary until no longer of | Electronic or All
(050-034) | Elections) administrative, fiscal or legal Other Media
value in electronic format
1070-04-B | Abstract of Votes (Abstract
CBE-4 of Votes Cast In All Retain Permanently Microfilm
(050-034) | Elections)
1070-05 Maintain paper until
CBE-5 Audit Report (Report of The | microfilmed and quality Paper
(050-035) State Examiner) control checked, prior to
paper destruction
1070-05-A Migrate or maintain as
CBE.5 Audit Report (Report of The | necessary until no longer of | Electronic or All
(050 _0'35) State Examiner) administrative, fiscal or legal Other Media
value in electronic format
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Schedule of Records Retention and Disposition
Continuation Sheet

Board of Elections 1070
(Local government entity) (Unit)
(1) (2) (3) (4)
Schedule Record Title and Retention Period Media Type
Number Description
1070-05-B i
CBE-5 g;':tl: 2::;;:}&3)”0" o Retain Permanently Microfilm
(050-035)
Ballots (Actual Ballots Both
Used and Unusedf General, Retain 60 days after
Primary and Special Election then destroy
1070-06 Elections; Including P
provided Election is not
CBE-6 Absentee and Provnsnonal contested Paper
(050-036) S G
Federal Bal!ots Both Used Federal Ballots - 22
and Unused Must Be months
Retained For 22 Months)
Retain 20 years in Office
then transfer to Archives
1070-07 Ballots: Sample (Record of for permanent retention or
CBE-7 Bond Issues and Tax Levies | maintain paper until Paper
(050-037) | In Form of Sample Ballots) microfilmed and quality
control checked, prior to
paper destruction
Migrate or maintain as
1070-07-A | Ballots: Sample (Record of necessary until no longer
CBE-7 Bond Issues and Tax Levies of administrative, fiscal or Elg'::::'ﬁe%'; aA"
(050-037) | In Form of Sample Ballots) legal value in electronic
format
1070-07-B | Ballots: Sample (Record of
CBE-7 Bond Issues and Tax Levies Retain Permanently Microfilm
(050-037) | In Form of Sample Ballots)
1070-08 E - Retain 2 years after
CBE-8 S:f'n :u'li:::‘f’sfg‘:ggop'es contract awarded then Paper/Electronic
(050-038) destroy
1070-09 y; Retain 15 years after
CBE-9 g?{:}as;‘}%ej::;’ cvt:i:hn d Bids) completion or expiration Paper/Electronic
(050-039) of contract then destroy
1070-10 Retain 10 years and until
Cash Book (Record of Fees audited by Auditor of State 2
(35%’_5013) Collected) and audit report is rapsiElestronic
released then destroy
1070-11 Campaign, Expense Reports :
CBE-11 (Candidates Expense Reports ::::,: 6 years then Paper/Electronic
(050-041) | Filed) y
1070-12 Central Committee Notices ; .
CBE-12 | (Party Notices of Meetings | oialr 2Years then Paper/Electronic |
(050-042) | and Members) y
1070-13
Correspondence (General 3 -
((?580?)14 g : Office Correspondence) Retain 1 year then destroy | Paper/Electronic

SAO/LGRP-RC2-

(Inst ) Revis

September 2011
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Schedule of Records Retention and Disposition
Continuation Sheet

Board of Elections 1070
(Local government entity) (Unit)
(1) (2) (3) (4)
Schedule | Record Title and Description Retention Period Media Type
Number
1070-14 Maintain paper until
CBE-14 Certificates of Annexation (Copy | microfilmed and quality Paper
(050-044) of Annexation Ordinances, etc.) | control checked, prior p
to paper destruction
Migrate or maintain as
1070-14-A necessary until no
CBE-14 Certificates of Annexation (Copy | longer of Electronic or All
(050-044) of Annexation Ordinances, etc.) | administrative, fiscal or Other Media
legal value in electronic
format
1070-14-B i :
Certificates of Annexation (Copy : 2
((?EDEOE) of Annexation Ordinances, etc.) Retain Permanently Micestilm
1070-15 Election Charge-Back Record Retain 3 years and until
CBE-15 (Election Expenses Charged Audit Report is Paper
(050-045) | Back) released then destroy
Retain 6 years and until
! Il items are cleared
107017 Ledger of Receipts and R :
CBE-17 Expenditures (Board'’s Financial and audited by A_uditor Paper/Electronic
(050-047) | Record) of State and Audit
Report is released then
destroy
1070-18 Kol ;
Petitions (Accepted and Retain 6 years and 6 ;
(3530%1%) Rejected Petitions For Elections) | months then destroy PaperiElsctronic
1070-19 | Signature Poll Books and Tally f )
CBE-19 | Sheets (List of Electors For All | Rotain & years then Paper/Electronic
(050-049) | Elections) y
1070-20 i 3
CBE-20 :?;L:.r:‘s:: (List of Voters By 2::::"2 years then Papei/Electronic
(050-050)
1070-21 ; . :
Poll Official Record/Precinct Retain 2 years then )
(gSBOEé;) Record (List of Judges) destroy PapwsiElactionio
1070-25 Receipt Books: Monies :ﬁ:'t::‘:ftﬂsf;g i;e':‘by
CBE-25 (Office Copy of Fiscal Receipts Audit Report i Paper/Electronic
050-056) | Issued) it
( released then destroy
Resolutions (Copies of
1070-26A Resolutions By Governmental
§ Bodies Authorizing Placement of | Retain for life of bonds
%gg"gg.‘:‘ Issues On The Ballot) then destroy PaperiElachonle
(080-057) | ; "Resolutions on Bond Issues
That Pass

SAO/LGRP-RCZ-(Inst.} Revised September 2011
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Schedule of Records Retention and Disposition

Continuation Sheet

Board of Elections 1070
(Local government entity) (Unit)
(1) (2) (3) (4)
Schedule | Record Title and Description Retention Period Media Type
Number
Resolutions (Copies of
Resolutions By Governmental
1070-26-B | Bodies Authorizing Placement Retain until 5 years
CBE-26-B | of Issues On The Ballot) after election then Paper/Electronic
(050-058) | b. All Other Resolutions Except | destroy
For Those On Bond Issues That
Pass
1070-27 Retain until audited by
i Vouchers (office copy of Auditor of State and ;
(gsﬁfog) voucher sent to county auditor) | Audit Report is Paper/Electronic
released then destroy
1070-28 W : Maintain paper until
; ard 8 Rrecinct Maps microfilmed and quality
CBE-28 (Political Sub-division Precinct Soitrol Ehokked ‘:')rio E Paper
(050-060) | Boundaries) to paper dest rut;ﬁon
Migrate or maintain as
; til no
1070-28-A | Ward & Precinct Maps LESPMERE MR :
CBE-28 | (Political Sub-division Precinct | 09®o0 . | Electronic or Al
(079-000) "' Botinsaxios) legal value in electronic
format
1070-28-B | Ward & Precinct Maps
CBE-28 (Political Sub-division Precinct | Retain Permanently Microfilm
(050-060) | Boundaries)
1070-29 | Withdrawal of Candidacy ] .
CBE-29 | Notices (Notices of Withdrawal 2;‘:;’;:’;;‘:; yearafer | paperfElectronic
(050-061) | Received) y
1070-30 | Minutes of the Board of et A i
CBE-30 Election_s (Record of control checked, prior Paper
(050-062) | Proceedings) to paper destru c'ti i
Migrate or maintain as
: necessary until no
1070-30-A Mmufes of the Board of longer o;y Electronic or All
CBE-30 Electlo:_s (Record of administrative, fiscal or Other Media
(050-062) rocaedings) legal value in electronic
format
1070-30-B | Minutes of the Board of
CBE-30 Elections (Record of Retain Permanently Microfilm
(050-062) | Proceedings)
Changes of Name, Deaths and
1070-31 Disenfranchised Voter Reports 4
CBE-31 (Original Report Issued By Efi:-igl:;r;a::eﬁe:er:troy Paper/Electronic
(050-063) | Probate Court, Clerk of Courts
and Health Department)

SAQILGRP-RC2-(Inst.) Revised September 2011
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Schedule of Records Retention and Disposition

Continuation Sheet

Board of Elections 1070

(Local government entity) (Unit)
(1) (2) 3) (4)

Schedule Record Title and Retention Period Media Type
Number Description

1070-32 Registration Cards: Active | Maintain paper until

CBE.32 (Master and Precinct Card microfilmed and quality

control checked, prior to Paper

Files For Currently
(050-064) Registered Voters)

paper destruction

Registration Cards: Active
12.:730;:?? (Master and Precinct Card

Migrate or maintain as
necessary until no longer of

Electronic or All

(050-064) Files For Currently administrative, fiscal or legal Other Media
Registered Voters) value in electronic format
Registration Cards: Active
1070-32-B ;
CBE-32 g\_‘:ast:r arc'n:d Pre(::nct ke Retain Permanently Microfilm
(050-064) iles For Currently
Registered Voters)
3 : : J Maintain paper until
CBE33 | Inaive (Gancelied Voter | Microfimed and quality p
control checked, prior to Apey

(050-065) | Registration Cards)

paper destruction

1070-33-A | Registration Cards:
CBE-33 Inactive (Cancelled Voter

Migrate or maintain as
necessary until no longer of

Electronic or All

: : administrative, fiscal or legal Other Media
(050-065) | Registration Cards) value in electronic format
1070-33-B | Registration Cards:
CBE-33 Inactive (Cancelled Voter Retain Permanently Microfilm

(050-065) | Registration Cards)

1070-34 Transfer of Registrations
CBE-34 (Record of Voters' Transfer
(050-066) of Registration From One
Area To Another)

Retain 4 years then destroy

Paper/Electronic

1070-35 S, :
CBE-35 Directives/Advisories

Retain 6 years then destroy

Paper/Electronic :

1070-36 Change of Address/Name
CBE-36 Notifications

Retain 4 years then destroy

Paper/Electronic

1070-37 Primary Voter Challenge
CBE-37 Form

Retain 2 years then destroy

Paper/Electronic

1070-38 Absentee |dentification
CBE-38 Envelopes

Retain 60 days then destroy
provided Election is not
contested

Federal Election 22 months

Paper/Electronic |

1070-40 Walk-In Voter (H.B.237)
CBE-40 Applications

Retain 4 years then destroy

Paper/Electronic |

SAQ/ILGRP-RCZ2-(Inst ) Revised September 2011
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Schedule of Records Retention and Disposition

Continuation Sheet

Board of Elections 1070
(Local government entity) (Unit)

(1) (2) (3) (4)
Schedule | Record Title and Description Retention Period Media Type

Number

10087212 Payroll Records

Retain 4 years then
destroy provided
audited and Audit
Report released

Paper/Electronic

1070-44 Reg_istration Conﬁn?'lation A

CBE-44 Notices: (Confirmation !\lotlces

(050-096) Sent By Boards To Residents To
Verify Registration Records.)

Retain 4 years then
destroy

Paper/Electronic

1070-45 Confirmation Notice Responses:

cBE-.45 | (Information Indicating Whether

(050-097) A Person Has Responded To A
Confirmation Notice.)

Retain 5 years then
destroy

Paper/Electronic

Confirmation or
1070-46 Acknowledgement Notice Lists:
CBE-46 (List of Names and Addresses of
(050-098) Persons Who Were Sent
Confirmation or
Acknowledgement Notices.)

Retain 5 years then
destroy

Paper/Electronic

Acknowledgement or
gggj; Confirmation Cards Returned
Undeliverable

Retain 4 years then
destroy

Paper/Electronic

1070-48 Voter Verified Paper Audit Trail
CBE4g | (VVPAT) Official Ballot To Be
Used For Recount Purposes

Retain 60 days then
destroy provided
Election is not
contested

Federal Election 22
months

Paper/Electronic

Voting Machine Reports (Logic
and Accuracy Testing, Test
1070-49 Decks, Tapes, Testing Result
CBE-49 Records, Zero Tapes, Close of
Polls Tapes, Cards Downloaded,
Used Seal/Lock Records)

Retain 60 days then
destroy provided
Election is not
contested

Federal Election 22
months

Paper/Electronic

1070-50 | Ehain of Custody Forms, Voting
CBE-50 Unit Event Log and Election Day
Precinct Incident Log

Retain 2 years then
destroy

Paper/Electronic

1070-51 Proclamations of Elections or
CBE.51 | Legal Advertisement of
Questions and Issues

Retain 1 year then
destroy

Paper/Electronic

1070-52 Challenge Forms Pursuant to
CBE-52 R.C. 3505.20

Retain 2 years then
destroy

Paper/Electronic

1070-53 Observer Forms Pursuant to
CBE-53 R.C. 3505.21

Retain 1 year then
destroy

Paper/Electronic

SAOLGRP-RC2-(Inst.) Revised September 2011
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Schedule of Records Retention and Disposition

Continuation Sheet

Board of Elections 1070
(Local government entity) (Unit)
(1) L@ (3) @
Schedule | Record Title and Description Retention Period Media Type
Number
Census Block Reprecincting
1070-54 ; : Retain 4 years then f
CBE.54 :nvaa;,\;er Form and Accompanying destroy Paper/Electronic
Affirmation of Voter Who Does
1070-55 Not Possess Any Appropriate
CBE-55 Identification For Voting 5:::_2 2.years then Paper/Electronic |
Purposes (SOS Prescribed Form Y
#10-T)
t Verification of Handicapped : ,
::(gg-gg Accessible Parking Spaces and ::::: 1 year then Paper/Electronic |
Polling Locations y
1070-57 Certification of Training Hours Retain 2 years then 4
CBE-57 Completed destroy PaperiElsctronic
1070-58 Retain until no longer
Election Calendars of administrative value | Paper/Electronic |
CBE-58
then destroy
Retain 60 days then
1070-59 Mailing Envelope Containing destroy provided
CBE-59 | Voted Absent Voter Ballot Election is not Fapsriittactronic
contested
Retain 60 days then
1070-60 destroy provided .
CBE-60 Proof of Ballots Elscton fa.not Paper/Electronic
contested
Retain 60 days then
Report Forms For Local
e Questions & Issues Including destroy provided Paper/Electronic
CRESI Approved Ballot Language Election Is not
9 contested
Certifications By Most Populous | Retain 60 days then
1070-62 County of Overlapping destroy provided i
CBE-62 | Candidates Or Local Questions | Election is not Papssbisctonlc
and Issues contested
1070-63 Certificates of Results Pursuant | Retain 6 years then .
CBE-63 | to R.C. 3505.32 and 3513.22 destroy PaperiElactroni
Retain 60 days then
1070-64 Copies of State Issues Petitions | destroy provided .
CBE-64 | or Statewide Candidate Petitions | Election is not PapstiCimotronic
contested
Retain 60 days then
1070-65 s : destroy provided
CBE.65 Unofficial Election Results Election is not Paper/Electronic
contested

SAO/LGRP-RC2-(inst ) Revised September 2011
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Schedule of Records Retention and Disposition

Continuation Sheet

Board of Elections 1070
(Local government entity) (Unit)
(1) @ (3) (@)
Schedule | Record Title and Description Retention Period Media Type
Rturih yp
umber
1070-66 Evidence or Materials Provided 2::‘: 1 yea::'lghzn
CBE.sg | Or Used in Conjunction Witha | Ers 0¥ Provide Paper/Electronic
Protest Hearing 91
contested
Yearly Report to Secretary of »
g‘gg'g State of Expenses of Conducting 3:;?:2 i Paper/Electronic
Elections y
! Report Forms on Organization or :
ggggg Reorganization of Board of geta:m o frs then Paper/Electronic
Elections ey
1070-69 Reimbursement Records of Retain 2 years then P |Electroni
CBE-69 | Costs of Training Poll Workers | destroy SEdmasitame
1070-70 Duplicate R_eporis Gener_ated py E:t:::gi(:i?ys oruntll
CBE-70 Era‘:a itaast:wude voter Registration administrative value Paper/Electronic
then destroy
1070-71 Duplicate or Incomplete Voter Retain 4 years then :
CBE-71 Registration Forms destroy FapariElactronic
Retain until the elector
appears to vote or until
1070-72 Returned Undeliverable 60 Day the elector named is
CBE-72 Notices removed from the voter FapayRiscybng
registration list then
destroy
Transmittal Forms That ?
ggg_';g Accompany Voter Registration 5::;'_2 @ yaurs thi Paper/Electronic
Forms From Agencies y
Retain for the longer of
Copies of Identification Provided gf":::etrst Z:Tstgae :ate
1070-74 | By Electors With a Voter b B i thV R e
CBE-74 Registration Form or Absentee Erlc::ti o: ﬂ:_ :r:i ch .:he e A
Ballot Application absentee ballot was
issued then destroy
Copies of Identification Provided
: Retain 90 days from
1co372.-.7’§ g;ﬂf:;oﬁ d‘l:;?ﬁﬁ:ﬁﬁl:‘sentee date received then Paper/Electronic
Envelope destroy
1070-76 Copies of Identification Provided | Retain 4 years from
CBE-78 By a UOCAVA Voter With a date received then Paper/Electronic
Federal Postcard Application destroy
1070-77 Audio Tape Recordings of Board | Retain until approval of Elscteonic
CBE-77 Meetings the official minutes

SAD/LGRP-RC2-(Inst) Revised September 2011




Form RC-2

Schedule of Records Retention and Disposition

Continuation Sheet

Board of Elections

1070

(Local government entity)

(Unit)

(1)
Schedule
Number

(2)
Record Title and Description

(3)
Retention Period

(4)
Media Type

1070-78
CBE-78

Federal Postcard Voting Application
(FVAP) — Application for
registration as a voter on a form
adopted in accordance with federal
regulations relating to the
“Uniformed and Overseas Citizens
Absentee Voting Act” per R.C.
3511.02

Maintain paper until
microfilmed and
quality control
checked, prior to
paper destruction

Paper

1070-78-A
CBE-78

Federal Postcard Voting Application
(FVAP) ~ Application for
registration as a voter on a form
adopted in accordance with federal
regulations relating to the
“Uniformed and Overseas Citizens
Absentee Voting Act” per R.C.
3511.02.

Migrate or maintain
as necessary until
no longer of
administrative,
fiscal or legal value
in electronic format

Electronic or All
Other Media

1070-78-B
CBE-78

Federal Postcard Voting Application
(FVAP) — Application for
registration as a voter on a form
adopted in accordance with federal
regulations relating to the
“Uniformed and Overseas Citizens
Absentee Voting Act” per R.C.
3511.02.

Retain Permanently

Microfilm

1070-79
CBE-79

Election Administration and Voting
Survey Biennial Reports — Election
administration and voting survey
biennial reports that include
information on voter registrations,
changes of name/address, absentee
ballots, ballots cast provisionally
and other election related
information.

Retain 2 years, 3
months, then
destroy

Paper/Electronic

1070-80
CBE-80

Election Administration Plans —
Administrative plans created by
county boards of elections
indicating preparations for
conducting elections and handling
of possible emergency situations
on election day.

Retain for 2 years or
until January 11,
2015, whichever is
longer, then destroy

Paper/Electronic

1070-81
CBE-81

Precinct Election Officials
Performance Assessment — A
review to be conducted after each
presidential primary and even-
numbered general election to
determine whether precinct election
officials are satisfactorily
performing their duties.

Retain 15 months,
then destroy

Paper/Electronic

!:.;‘v‘:“-‘r}’l. {\j {'\J ij'f’\l e’.} (j T
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Form RC-2

Schedule of Records Retention and Disposition

Continuation Sheet

Board of Elections

1070

(Local government entity)

(Unit)

(1) (2) (3) (4)
Schedule Record Title and Description Retention Period Media Type
Number
Local Option Petitions — Local :
ggg_'gg option petitions filed with County Retain 4 years, then Paper/Electronic

Boards of Elections.

destroy

Notice of County Board of Elections
Public Meeting — Notice of public
1070-83 meeting of a County Board of
CBE-83 Elections - including regular,
special or emergency meetings.
Required by R.C. 121.22 (F).

Retain 2 years, 6
months, then
destroy

Paper/Electronic

Certificates of Appointment -

Copies of certificates of

1070-84 apppintment to e_a!ected office. The

CBE-84 certificate contains the name of the
appointed official, the office held,

and beginning and ending terms of

the appointment.

Retain 4 years, then
destroy

Paper/Electronic

County Job and Family Services
Voter Registrations Report —
1070-85 | Quarterly report of number of voter
CBE-85 registration forms received from
County Job and Family Services
Offices.

Retain 1 year, then
destroy

Paper/Electronic

Returned Undeliverable Notices —
1070-86 Notices sent to electors that are
CBE-86 returned as undeliverable (i.e.

change of precinct, polling location
or voting district).

Retain 4 years, then
destroy

Paper/Electronic

Authority to Vote Slips — Form
1070-87 given to elector at polling place
CBE-87 indicating permission to cast a
ballot.

Retain 60 days after
election, then
destroy provided no
court action or court
order

Paper/Electronic

SAO/LGRP-RC2-(Inst.) Revised September 2011
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