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See instructions before compteling this form.
Section A; Local Government Unit
Fairfield County Ohio Faidield County Regional Planning Commission
(local government entity) M (unit)
7Z7é’é/ /f/b&& Holly R. Mattei Executive Director 21712012
(signdture of résponsnble official) {name) {title) {date)
Section B: Records Commission
Fairfield County Ohio 740-852-7090
Records Commission (telephone number)
210 E. Main Street Lancasler 43130 Fairfield
(address) (city) (zip code) (county)

To have this form returned (o the Records Commission electronically, include an email address: _rpc@co.fairfield.oh.us

! hereby cerlify thal our records commission met in an open meeting, as required by Seclion 121.22 ORC, and approved the schedules
fisted on this form and any continuation sheets. | further centify thal our commission will make every eftort 10 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 whrch}enaxns to‘a\y pendlng Iegal case, claim, action or request. This aclion is reflected in the minutes kept by Lhis
cobmjss(on.

-1z -12.

Records Commission Chair Signature Date

Section C: Ohjo Historical Society - State Archives

el =2 Y= 4 m/ %@/%>/~—~

Signature Title ' / Datef

Section D: Augditor of State
f’

I/ jppdiens & 1 oo 1/-9-10

Signature ' Date

Pilease Note: The State Archives retains RC-2 forms permanently.
It is stronalv recommended that the Records Commission retain a permanent coov of this form
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Section E: Records Retention Schedule

Fairfield County Ohio
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Fairfield County Regional Planning Commission

(local government entity)

(unit)

(1)
Schedule
Number

(2)

Record Title and Description

(3)
Retention
Period

(4)
Media

Type

{5)
For use
by
Auditor
of State
or OHS-
LGRP

(6)
RC-3
Required
by OHS-
LGRP

07-00001

COUNTY-WIDE GENERAL SCHEDULE

Policies, Procedures, Rules & Regulations

6 Year(s) After
Revised,
Superseded or
Discontinued.

Multi

07-00002

Ohio Public Records Compliance Folder (May
contain appropriate RC-1, RC-2 or RC-3 forms)

25 Year(s)
After Revised,
Superseded or
Discontinued.

Paper

07-00003

General Correspondence: Al sent and received
correspondence, in any medium, that serves 1o
document the organization, functions, policies,
decisions, procedures, operations or other
activities of the public office.

1 Year(s) and
no longer of an
Administrative,
Legal or Fiscal

value.

Appraise for

Historical
value. File
according to

content,

Multi

07-00004

Transient Correspondence or Communication
Records.

Maintain
significant
Historical
records until
they are no
longer of a
Historical
value.

Multi

07-00005

Unsolicited Correspondence/Unsolicited
Mail/Unsolicited Email and similar Unsolicited
Communications.

May be
destroyed in
the normal
course of
business as
soon as they
are considered
of no value to
the person
receiving the
record.

Mulli

07-00006

Copies — Reading, Informational and
Reference. (Originals maintained)

Retain until no
longer of
Adminisirative
value. (RC-3
Not Required)

Multi

SAQ/ILGRP-RC2-{Insl.) Revised February 2012
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(1) ) (3) {4) (5}
Schadule Record Title and Description Retention Madia For use {6)
Humber Period Type by RC-3
Auditar | Required
of State by OHS-
or OHS- LGRP
LGRP

| O7-00007 | Dratis & Informal Motes. [(Consisting of Retain wptil ric ALl
| ransitory informalion used o prapare The longer of

official record inany form) Administrative 1

valua, (RC-3

Mol Required)

07-00008 | Bulletins, Posters, General Notices and May be Multi
Dizplavs desiroved in
the normal
course of
bisiness as
s00n as they 5
are considersd
Io be of no
value by the
persan holding
Ihigar.

| O7-000048 | Blank Farms | May be It
destroved in
the normal |
course ol
hiusiness as
500N 35 they 0
are considered
ey b of o
valua by the
person holding
them.

0700010 | Awards, Mewspaper Arllcles & Clippings 25 "r'é;éﬁi:a] and | Mull
no fonger of a

Historical E”/

value,

Q700044 Professional & Trade Magazines, Catalogs, May be Pl
Fafarance Publications & Directories dastrovad in
the nomal

course of
business as
so0n as they 0
are considered

to be of no

value by the
person halding

tham.

| O7-00012 | Professional Orgamzation & Association Files | 1 Year(s) and Pluidli
no longar of an

Administrative ]

valus,

| 0700013 | Electronic Mail Systems, [Pertams only 1o Hetain Email | Computer
messages that are records as defined in ORL that has a O
Seclion 1489.011(G) and 1458.43] significant

SALDILGRB-RL - Inel, ) Resigad Fabruary 2012
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' (1)
Schedule
Number

(2)

Record Title and Description

(3)
Retention
Period

(4)
Media

Type

(5)
For use
by
Auditor
of State
or OHS-
LGRP

(6)
RC-3
Required
by OHS-
LGRP

Administrative,
Fiscal, Legal or
Hislorical
value.
Maintain
according to
conlent {Refer
to RC-2). Erase
Email thal has
no significant
value. (RC-3
Not Required)

07-00014

Equipment Operating & Maintenance Manuals

until equipment
sold, scrapped
or no longer
the property of
the County.
(RC-3 Not
Required)

Multi

07-00015

Equipment Maintenance & Repair Records

1 Year(s) after
Equipment
sold, scrapped
or no longer
the property of
the County.
(RC-3 Not
Required)

Multi

707-00016

Computer Generaled Administrative & Fiscal
Reporls (Non-Specific and Periodic that may be
recrealed)

May be
destroyed in
the normal
course of
business as
soon as they
are considered
to be of no
value by the
person holding
them.

Multi

07-00017 | Voice Mail, Text Messages and Electronic

Images.

May be
destroyed in
the normal
course of
business as
soon as they
are considered
to be of no
value by the
person holding
them.

Multi

SAQNGRP-RCZ- (Inst ) Revised February 2012
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m | 2)
Scheduls Record Title and Description
Mumber

07-00018 | Business Cards - Rotary, Rolodex and
| applicable software files.

(3
Retantion
Pericd

May b
desiroved in
IHe narmal
course af
business as
B00M a3 they
arp canslderad
o ba of na
value by the
parson holding
Ihem.

(4)
Media
Type

Mult

Page & of B

(%)

For use

Auditor

of State

or OHS-
LGRP

(6)
RC-3
Requlred
by OHS-
LGRP

07-00019 Planning Scheduling/Calendar Training

Information and Data on: Display Boards,

Erasable and Dry-Eraze boards, Chalkboards,

Easel Pads and electronic media

HourlyDallyWeeklyMonthiy and Annual
Appointment Baoks, Records, Calendars,
Schedules, Organizer amd Plannar

07-00020 |

Continually
Updated.
Fevised,

Compieted,

Supersedad or
Erased (RC-3

| Mot Required)

Contmually
Updated.
Favised,

Complated,

Superseded or |

Erased (RC-3

_ Mat Hequred)

Rl

Mulk

Lists/Rosters/informational Direclories
containing emploves cantact information

SR

Facsimie Logs/Cover Sheels/Confirmation
Molces and Buffer Prinfouts

OF-000z2

Continually
Updated,
Revized,

Completed,

Superseded or
Erazed (RC-3
ot Required)
PAairdain Wi
nic longes of an
Adminisirative,
Fiscal, Legal or
Historical
walue.

AL

i

i Eleclrame Records: Auxibary or Supporiive
Process for Dala Praservation. {Backup)

|

O7-pO0z3

D7-00024 | Ananymous or Unfounded Complainis

SALILEAP-ROE-{Insl ) Fevinad Febeyary 2012

Continualhy
updated and
migintamed
[RC-3 Nal
Fequlred —
Origenal
Fecards ot
alterad)

Ml

| Maintain cotil

i bonger of an
Adminsrative

PallLitt
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M ] (2) I @) 5]
Schedule Record Title and Description Retantion Media For use (&)
Number Period Type by RC-3
Auditer | Required
of State htﬂi'll-
or OHS- GRP
LGRP
or Legal valus
07400025 | Press and News Raleases 3 Year(s) then Ml
' appraisa for V’
Adrministrative
or Historical
[ v,
O7-00026 | Pholographs, Negalives and Electrorc images | Retain images Multi
fhal have
signilicant
::“u_l. F!ulnlul.
Fenbrative
or Historieal 7
value Maintain 4
signdicant L'F;" g0
images :.-
aceording b0 o Lty
content {Rafer u’-..fwf-;‘
o RC-2), Erase
images thal
fidrve no
mignifcani
vinlue [RC-3
o not Regquired]
0700027  Personre Records Sea Parsonnel Bt
Racords
Flabir loger
s — Schedule
aT-00028 | Pubic Record Reqguest Forms | Yoar(s) Fapes
TOTD0T00 | Farteid Enumﬁw ﬁmning Commission Permarent E‘lpll'
| (FCRPC) Organuraton Documend, Bylaws //
0700101 | Commmsnn, Executive Commities & Farmansnt Fapar
Commities Memides H“/'
6700102 | Agreements, Contracts, Leases 15 Year(s) F et
TG7-00103 | Project Fies - related 1o commitioes Unlil no longer | Wl
of Admin, value
07-000104  Project Files - projects lor others Urtll ro longer | Multi
of Admmin, valus

SAQLQRP-RCY {inat | Reonod Febragey 2012
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(1
M uim bar

2
Record Title ln:I:;;l Description

i3
Reatantion
Period

Iﬂ?i.

Type

0700708

iwmsuhim;wwmm

T Yaar(s)
Contiriually
Mairiairad aind
Updaled [No
RC-1

Reguseda)

T Mt

O7-p0 106

"F‘Wﬁ_mmfmm

7 Yearis)
Mantasn
sruleant
Hstoreal
oy i
fhey are no

langer of a
Historical valus

G7-00107

| Pessonnal Files

See Personne!
Records
Ratantion

Schedule

Faper

|' 07-00108

Subillvision Files approved by FCRPC

Parmanent

Mutt|

700100

Minor Subdivision & Exempt Lot Spiita

Parmanant

BAul

07-00110

Fiood Hazard Bulding Parmits

Farmanail

fuilti

FG7-00111 | Fiood Certificates

Permanant

huilei

0700112

07-00113

Dhgptal Recordngs of FGRPL Mestings

7T Ywar(s)
Continually
updated and
maintained

{RC-3 Nol

Community Development Block Grant
Adminisiraive ond Financial Fles/Reconrds

Regqured -
Origanal
Racords not
atered )

1 Carnputer

7 Yoar(a)
Masnimn
signifacant
Histoncal
records until
lhey 8w ha
langer of &

Historical vl
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