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See instructions before compleling this form,

Section A: Local Government Unit

Fairfieid Couniy Economic Developmen
(local government entity) (unit)
_ Vi /:’—"—"'“'” Shane Famsworh Director _ 9/10/2012
(signature of responsible official) (name) (litle) (date)
Section B: Records Commission
Fairfield County 740-652-7160

Records Commission {telephone number)
210 East Meain Sireet Lancaster 43130 Fairfield
(address) (city) (zip code) {county)

To have this form relurned (o the Records Commission electronically, include an email address:

| hereby certify Ihal our records commission met in an open meeting, as required by Seclion 121.22 ORC, and approved the schedules
listed on this form and any conlinuation sheets. { further cedify 1hal our commission will make every efforl to prevenl these records
series from being desiroyed, transferred, or otherwise disposed of in viclation of these schedules and that no record will be knowingly
disposed of which Pertains lo any pending legal case, claim, action or request. This action is reflecied in the minutes kept by this
comm;ssron o,

{ --u" p

S/10/12

Dale

Records Commission Chair Slgnalure

Section C: Ohio Historical Socjety - State Archives
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Signalure Titie ale

D; Audltor of State

Wi & mM/ /G-

Date

Signalure

Please Note: The State Archives retains RC-2 forms permanently.
It is stronalv recommended that the Records Commisslon retaln a permanent copv of this farm
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Sectlon E: Records Retantlon Schaduls

_the person halding them.

(el gouemmani solity| {umil]
(1 (2) (3) | (4 (5)
Schedule Record Title and Descripilon Retention Pariod i EEs For
Numbaer Typs | use by H@-&
Andito
| r of qud'i.ll'l"ﬂ
| ':__" by OHS-
m lrﬂ'“F
_ I — - LGRP
COUNTY WIDE GENERAL
07-00001 | SCHEDULE
Polices, Proosdures, Rules & 6 year(s) after revised, superseded or | Mufti a
Regulalions discontinuad B
07-00002 | Dhio Public Records Compliance 25 year(s] after revised. suporsoded Paper
Folder (May contan appropriale RC-1, | ordiscontinued )
| RC-2, or RC-3 lorme}
07-00003 | General Corraspondance. All sent and | 1 year(s) and no longer of an ]
faghlvl porraspondance, in any administrative, legal or flscal value. Ml
madium, that darves 1o document the | Appraise for historical value. File 0
argarizalion, furctions, policias, I according to eonbant
decisiony, operations or other aclivilies
ol Ihe publc oifice |
Maintain significant historical
07-00008 | Translenl Correspondance ar records until thay are no longer of a | Multl O
Communication Records historical
May be destroyed in the normal |
07-00008 @ Ursolicied Comespondence | course of business as soon as they
Urmobicited mal, email, and similar are considered no value to the Muilti O
— e COMMUNCHIONS person receiving the record.
| Retain until no longer of '
0700008 | Copees - Readng, Infomafiona! and | Administrative value (RC-3 not | Multi
rotoronce required) Cl
| (Ongnsls maintsined)
07-00007 | Drafis & Informal Notes. (Consisting of i Retain untll no longer of [ Multi n
| ransftory informaton used fo prepare Administrative Value. (RC-3 not
the pfhicial record In Bny form) | required) .
| May be destroyed in the normal
07-00008 | Bulletns, Posiers, General Motices amd | course of business as soon as they Multi
Displays are considered 1o be of no value by O
the person holding them.
May bo destroyed in the normal
07-00000 | Biank Forms caurgs of business as soon as they Muilti
are considered to be of no value by O
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Page  of

(1) (2) (3) (4) (5)
Schedule Record Title and Description Retention Period Media For
Number Type use by (6)
Audito | _RC-3
Require
r of d
S?:e by OHS-
OHS- LGRP
| LGRP
May be destroyed in the normal !
07-00010 Awards, Newspaper Arlicles and course of business as soon as they Multi
clippings are considered to be of no value by )
the person holding them.
May be destroyed in the normal
07-00011 Professional & Trade magazines, course of business as soon as they Multi
calalogs, reference publications and are considered to be of no value by O
| directories the person holding them.
1 year(s) and no longer of
07-00012 Professional organization and Administrative value Multi ]
| association files
Electronic Maii Sysiems (Pertains only | Retain email that has significant
07-00013 | to messages lhat are records defined admlnistrative, flscal, legal or Multi
in ORC Section 149.011 (G) and historical value. Maintain according
149.43 to content (Refer to RC-2) Erase |
email that has no significant value
{(RC-3 not required) e
1 | Until equipment s sold, scrapped, or
07-00014 Equipment Operating and Maintenance | no longer property of the County Multi |
| Manuals |
|' 1 Year(s) after equipment is sold,
07-00015 | Equipment Maintenance & Repair scrapped or no longer property of the | Multi |
Records County
May be destroyed in the normal
07-00016 | Computer generaled administralive & course of business as soon as they Multi
fiscal reports (Non-specific and are considered to be of no value by O
periodic that may be recreated) the person holding them.
' May be destroyed in the normai
07-00017 Voicemail, text messages, and course of business as soon as they Multi M|
electronic images | are considered to be of no value by
| the person holding them.
} May be destroyed in the normal
07-00018 Business cards-rolary, rolodex, and course of business as soon as they Multi O
applicable soflware files are considered to be of no value by
the person holding them.
} Planning/Scheduling/Calendar/Training | Continually updated, revised.,
07-00019 Informalion and Data on: Display completed, superseded or erased Multi |
boards, erasable and dry-erase |
boards, chalkboards, easel pads, and |
| electronic media
‘ Hourly/Daily/Weekly/Monthly and Continually updated, revised,
07-00020 | Annual appoiniment books, records, completed, superseded or erased Multi Il

calendars, scheduies, organizer and
| planner

C2-{Inst.) Revised February 2012
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1 (2) (3 {4) i5)
Schodule Record Title and Descriptlon Ratantion Poerlod Media For
Murmiber Type | use by Hfg’_,
Audito
rof Foguire
d
“:' by OHS-
ows- | “°°F
| = - LGRP
Lists/Rostersinformational Directories | Continually updated, revised,
o7-00021 comaining employes cortEst completed, supsrseded or erased Muiiti O
Imfermation _ .
Maintain until no longer of an Admin,
07-00022 | Facsimile maching logs/caover Fiscal, Legal, or Historical value. Multl o
sheelsiconfirmation notices and buffer
printouts - ] !
Continually updated and maintained |
07-00023 | Elecironc retords Auxiiary or (RC-3 not required-original records | Mult| ]
Supportva Procoss for Dala not alterad] i
3 Preservation (Backup) |
Maintain until no longer of and
0700024 | Anonymous of Unfounded Complaints | administrative or legal vaiue Multi N
B 3 yoar(a] than approiza for
07-00025 | Press and Mews Raleasas administrative or histordcal value T E'/
= "~ [ Retain images that have significant |
07-00026 @ Protographs, negalives, and elactromic | legal, fiscal, adminlstrative, or Multl E’f
manes historical valus, Maintaln significant TP grap
images according to content (RC-2) o=t el
h Erase images that have no significant Lae
| walua (RC-3 not regulned) Vo hag
' Maintain untl revised, superseded, y
07-00027 | Material Safely Data Sheets {MSDS) or absolote Paper O
07-00028 | Fublic Record Request Forms || 1 yaar{i) Papar O
07-00029 | Surveys & Questionnalres 3 Yoear(s) and no longer of any Admin | Papar I |
or Fiscal Value, (RC-3 Not Required) -
0700030 | Purchase Oroers / Vouchess | Supply | 3 Year(s) Provided Audited Papor O
Requetions [ Recewng Reponts /
Ralaled invoices & Statoments
{Departmental / Office Copy)
0700032 | Data on Pesonal Computers | Lag Delete Data an Administratively Comp 0
Tops / POAs | Portable PCs / neceasary, (RC-1 Not Required), ulor
Computer Systama | Servers and other
slectronic storoge madia !
07-00034 | Elsctronic Email Maintaln sccording to content (Refer | Comp L]
to RC-3 Not Required) | uter
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07-00035 | Voice Mail Until no longer of Admin Value (RE-3 o,
Mot Reguined) Comp
uter
OT-00038 | Stale and Federal Granl Records = T year(s) P wiltl O
Suceassiul Funded
07-00038 | Tax Incentive Files and Special 2 Year(s) after Project Completed and | Muiti ]
Projects ne longer of Fiscal Value.
07-00039 | Annuel Tax Incentive Compliance 10 Yearis) after expiration Wl O
Report
0700040 | Abatement Agreameants 10 Year(s) after explration Wil O
07-00041 | Company Profile ! Developreni Coptinually maintained purged and Ml O
Frojects — Informational Fires Updated, (RC-3 Mot Required)
07-00042 | Unsoliciled Reporis / Plans { Drawings | Returned lo Submitter or destroyed Wil [
{ Renderings | Maps [ Proposals | when no lenger of any Admin value.
Prasantalions (RC-3 Mol Reguired).
Ll
07-00043 | Pending Projeciz File Until no longer of Admin Value, (RC-3 | Mult
Mot Reguired).
07-00044 | Perzonnel Flles So0 Porsonnel Records Retention Ml O
Schedule
L
L]
L]
L]
]
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