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Section A: Local Government Unit {To complete this form online, use “fab"” key to jump from box to box.)

Clermont County Water Resources Department - Administrative 8521, 8523, 8530, 8550
{Local govemment entity) (Unit)
/ ;
A . . o
%WZL ‘Jﬂ fﬂ[)(o A Lyle Bloom Director of Utilities 2 / 7// 3
(Sigﬁature of responsible official) {Name) (Title) : (Daté)

Section B: Records Commission

Clermont County Records Commission {513) 735-8660
Records Commission {Telephone number)

289 East Main Street Batavia 45103 Clermont
{Address) (City) (Zip code} (County)}

To have this form returned to the Records Commission electronically, include an email address:

| 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. | further certify that our commission will make every effort to prevent these records
senes from belng destroyed transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly

claim, action or request. This action is reflected in the minutes kept by this

s/i/is

Records Commission Chair Signature

Date
I 4
Sectiorr C: Ohio Historical Society - State Archives
%\» )%, {Q’L{ﬂh\-’k— Q‘Qc&rt}g M)ASS]‘W @3(30 /ZC)\§
Signature : Title Date

Seetion D; Auditor of State

Mo 2 /WM 6703

Date

Signatur'e

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

Form:FP-RC2 {part 1), Revised September 2011



Form RC-2 Page 2 of 5
Schedule of Records Retention and Disposition

Continuation Sheet
Section E: Records Retention Schedule

Clermont County Water & Sewer District — Administrative 8521, 85623, 8530, 8550

{Local government entity} (Unit)
1) (2} (3) (4) (5) G |
Schedule Record Titie and Retention Period Media Type | Foruse by RC-3 |
Number Description Auditor of | Required ]
State or .by OHS-
OHS-LGRP LGRP
Retain 3 Fiscal Years After '
8523-01 Bids {Unsuccessful} Letting of Contract, Paper/Electronic | 0 -
Provided Audited ! ‘ .
Retain 2 Years After End of ‘ .
8523-02 Complaints Fiscal Year Then Destroy, Paper/Efectronic 0:
Provided Settled '
Annual Review, Discretion . :
8523-03 | Correspondence of Office Supervisor Paper/Electronic | Alldlt d O
Ll mo_xsuth Ars
8523-04 | Job Descriptions Retain Until Superseded Paper/Electronic :ﬂcompass by[ﬂ-,e records
Expense Records - Copies Retain 4 Fiscal Years A y t e
gf Purcllzgse 0|rder§, Provided Audited | u(;’f'tt?;;: :ﬁate and the
. equisitions, Invoices, a
8523-05 | i "Records, Receipt N ' Paper/Electronic | oleased S bezn
Documents and Travel Ol’lglnal Maintalned at c purs uant to
Expense Records Auditor’s Office Jec. 117 260 R.C.
8523-06 Treatment Plant Permits Retain Until Superseded Paper/Electronic 1 [:| ‘
Maintain paper until E
e microfilmed and quality )
8523-07 | Certifications Record control checked, prior to Paper O [
paper destruction
Migrate or maintain as |
necessary until no longer .
8523-07A | Certifications Record of administrative, fiscal or Elg:;r::;:e%ri:\ll O
legal value in electronic
format :
8523-07B | Certifications Record ‘| Permanent Microfilm i d
Modified 122 . . .
8523-08 (Computer Printouts) Retain 1 Year After Audit Paper/Electronic O
8523-09 Inventory Three Years Paper/Electronic O
Maintain paper until :
) Policies & Programs microfilmed and quality : ‘
8523-10 {Master Plan) control checked, prior to Paper : L—-l
paper destruction ! -
Migrate or maintain as ' :
- necessary until no longer . [ :
8523-10A :’J;':::f;a':{fg'a’“s of administrative, fiscal or | Elecironic or All o
, legal value in electronic i )
format . T
. : |
Policies & Programs . ! g -
8523-10B8 (Master Plan) Permanent Microfilm |

SAQILGRP-RC2-{Inst ) Revised September 2011



Form RC-2 Page 3of 5
Schedule of Records Retention and Disposition
Continuation Sheet
Clermont County Water & Sewer District — Administrative 9524, 8523, 8590, 6550
{Local government entity) {Unit)
(1} (2) (3) (4) 8T s ey
Schedule Record Title and Retention Period Media Type ["Foruseby | RC-3 -
Numher Description " :Auditor of | Required.
. Stateor. .| by OHS-
OHS-LGRP | LGRP -
8523-11 Lift Station Records Five Years Paper/Electronic | e T E] .‘:‘
8523-12 Regulatory Agency Files Three Years Paper/Electronic D W
Safety & Loss Prevention . I IS
852313 Reports Three Years Paper/Electronic ) ‘ D N
8523-14 Safety Committee Records Three Years Paper/Electronic | _ 27 [:] oL
i - 4
8523-15 | Safety Training Records Three Years Paper/Electronic | . 4" [_’_] . |
Maintain paper until | R
microfilmed and quality ' e “
control checked, prior to N T iy
aper destruction. [ T
8523-16 ’S;:e;esr&Water Improvement | paper ! Paper/Electronic . --,[,.:]j‘_f-l.;f]
Retain Data, Surveys, RS D P
Blueprints, Reports, and S A
Tracings ] R DN
Migrate or maintain as . g R
necessary until no longer I N
of administrative, fiscal or ' T
Sewer & Water Improvement | 1692l value in electronic Electronic or All |- roa
8523-16A | pang format. Other Media | o O
Retain Data, Surveys, L. B
Blueprints, Reports, and ' o
Tracings I Lo
g523.168 | Sewer & Water Improvement Permanent Microfilm - - g -
Plans | lt" ~
Retain Petitions, ; T
Sewer & Water Improvement | Resolutions, Cost ;. T T
852317 | plans Estimates Until Paper I B
Construction is Complete A T
Daily Monthly Logs . . . =
8523-18 | violations/Correction Orders | Five Years Paper/Electronic | - .. SEREE
Maintain paper until ' ‘
microfilmed and quality . T
8523-19 Water Usage Reports control checked, prior to Paper { f ’ | E] |
paper destruction. i co b
Migrate or maintain as IR o -
necessary until no longer ‘ IR
8523-19A | Water Usage Reports of administrative, fiscal or Electronic or All ' Cr -
. Other Media : -
legal value in electronic : - : , .
format : : e
8523-19B | Water Usage Reports Permanent Microfilm : Do g

SAOMLGRP-RC2-(Inst.) Revised September 2011



Form RC-2 Page 4 of 5
Schedule of Records Retention and Disposition
Continuation Sheet
Clermont County Water & Sewer District — Administrative 85621, 8523, 6530, 0550
{Local government entity) {Unit}
(1) (2) (3) (4} ‘ {5) (6
Schedule Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of | Required i
State or by OHS-
. QOHS-LGRP LGRP
Maintain paper until
microfilmed and -
8523-20 Wellfield Files quality control Paper O
checked, prior to i -
paper destruction,
Migrate or maintain :
as necessary until
. . no longer of Electronic or All
8523-20A | Wellfield Flles administrative, Other Media . D
fiscal or legal value
in electronic format
8523-20B | Wellfield Files Permanent Microfilm i E’ ;
Backflow Preventer Tests . '
8523-21 (Inspection Reports) Two Years PaperiElectronic |
Supervisory Reports o
8523-22 (Weekly/Monthly) Two Years Paper/Electronic D
Maintain paper untii
microfilmed and
8523.23 Budget Files quality control Paper ; 0
checked, prior to .
paper destruction. '
Migrate or maintain -
as necessary until . :
. no longer of Electronic or All ;
8523-23A | Budget Files administrative, Other Media - ‘
fiscal or legal value ST
in electronic format . : e ]
8523-23B | Budget Files Permanent Microfilm Audited m ansqe 3
_ g b years
. Three Years i b on Passed the $e
8523-24 | Vendor Quotations Provided Audited Paper/Electronic | have | n él.!d‘t:ét_]d' thCeOl'ds
A >
8523-25 Out-Of-County Travel Requests ;?;ffdzga; dited Paper/Electronic '-‘a l:j:":or of tate@d the
Two Years After End rel arthas baen-
852326 | Accident Reports T yoars AnerEnd | paperiElectronic | Lo eased pursuamgto |
Sec. 117.26 O.R.¢
. T . Maintain paper until e
e amaitation: | mirofimed ana
8523-27 | ' ! ’ quality control Paper 0
nspection and Replacement .
checked, priorto
Records .
paper destruction,
Migrate or maintain
Fire Hydrant Records - Installation, | as necessary until
8523-27A Repair, Location, Maintenance, no longer of Electronic or All
Inspection and Replacement administrative, Other Media a
Records fiscal or legal value :
in etectronic format

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



Form RC-2 Page 50of 5

Schedule of Records Retention and Disposition
Continuation Sheet

Clermont County Water & Sewer District — Administrative 8521, 8523, 8530, 85560
{Local government entity)

(Unit)
(1) {2) (3} (4) (8 | (6)
Schedule Record Title and Description Retention Period Media Type | Foruse by RC-3
Number 1 Auditor of | Required |,
State or by OHS-
OHS-LGRP LGRP
Fire Hydrant Records - Installation,
Repair, Location, Maintenance, . d e
8523-278 Inspection and Replacement Permanent Microfilm

Records

Maintain paper untit
microfilmed and :
8523-29 Limited Tap-in quality control Paper -
checked, prior to : ‘
paper destruction,

Migrate or maintain
as necessary until :

- no longer of Electronic or All 7
8523-294 | Limited Tap-in administrative, Other Media g
fiscal or legal value
in electronic format

8523-29B | Limited Tap-In Permanent Microfilm ' g
c as . Retain According to ' =
8523-30 Electronic Mail - Email Content Paper/Electronic O ;

Payroll Worksheets — Time Input
Worksheets, Time Cards, Payroll
Timesheets, Departmental
8523-21 Timesheets, Leave Requests, 3 Years Paper/Electronic ]

Individual Payroll Deduction
Reports, OBES Reports Limited
Tap-In

SAO/LGRP-RCZ-(Inst } Revised September 2011



