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Section A: Local Government Unit (To complete this form online, use “tab” key to jump from box to box.)
Clermont County Records Commission Board
{Local government entity) (Unit)
LV | 5 -3-/7
WW Barb Brown Records Commission Secretary L) 3 /
{Signature of respensible official) {Name) (Title) (Date)
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
series 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 lega| case, claim, action or request. This action is reflected in the minutes kept by this

s/t

Date
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. Section D: Auditor of State
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Please Note: The State Archives retains RC-2 forms permanently.
It is stronalv recommended that the Records Commission retain a permanent copv of this form
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Form RC-2

Schedule of Records Retention and Disposition

Section E: Records Retention Schedule

Clermont County Records Commission Board

Continuation Sheet

Page 2 of 3

{Local government entity) {(Unit)
) (2) 3) (4) {8) - (8)
Schedule Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of | Required
. State or by OHS-
QOHS-LGRP LGRP
Maintain paper until '
Applications for One-Time microfilmed and O
01-01 . ) quality control Paper
Records Disposal checked, prior to
paper destruction
Migrate or maintain .
as necessary until no L
01-01A Applications for One-Time longer of Electronic or All . D' B
i Records Disposal administrative, fiscal Other Media ¥
or legal value in '
electronic format
Applications for One-Time . T
01-01B Records Disposal Permanent Microfilm O
Mazintain paper until
. . microfilmed and
01-02 Certificate of Records Disposal quality control Paper D
RC-3 .
checked, prior to ;
paper destruction
Migrate or maintain
as necessary until no
01-02A Certificate of Records Disposal longer of Electronic or All '
RC-3 administrative, fiscal Other Media D
or legal value in
glectronic format
01-02B Certificate of Records Disposal Permanent Microfilm ]
RC-3
Maintain paper until
. ; microfiimed and
Contracts - Microfilm Service .
01.03 Bureaus quality cont-rol Paper O
checked, prior to '
paper destruction i
Migrate or maintain |
as necessary until no
01-03A Contracts - Microfilm Service longer of Electronic or All i
Bureaus administrative, fiscal Other Media : D
or legal value in
electronic format ,
Contracts- Microfilm Service s :
01-03B Bureaus Permanent Microfilm O
01-04 Meeting Notes 1 year Paper O
Maintain paper until
microfilmed and
01-05 Microfilm Logs quality control Paper |
checked, prior to
paper destruction i

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




Unapproved RC-2

Form RC-2 Page 30f 3
Schedule of Records Retention and Disposition
Continuation Sheet
Clermont County Records Commission Board
({Local government entity) {Unit)
(1) (2) (3) (4) (8 - (6)
Schedule Record Title and Description Retention Period Media Type For use by RC-3
Number Auditor of | Required
. State or by OHS-
| OHS-LGRP LGRP
Migrate or maintain 4
as necessary until no
; longer of Electronic or All
01-05A Microfilm Logs administrative, fiscal Other Media D
or legal value in |-
electronic format ]r
01-5B Microfilm Logs Permanent Microfilm N
Maintain paper until ?
microfilmed and ! .
01-06 Minutes quality control Paper : O
checked, prior to
paper destruction
Migrate or maintain
as necessary until no .
y ; longer of Electronic or All :
01-06A Minutes administrative, fiscal Other Media D
or legal value in '
electronic format i
01-06B Minutes Permanent Microfilm M
Until hard copy
01-07 Tape Recordings of Minutes transcribed and Tapes O
approved ! ;
Schedules of Records Retention
01-08 and Disposition (RC-2) Permanent Paper D
Approved RC-2 ]
Schedules of Records Retention Retain Until :
01-08 and Disposition (RC-2) Approved Paper D
[

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



