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Sectlon A: Local Govemm®nt Unit

Liberty Town8hiD. Delaware County. Ohl

Section B: R®¢ord9 Comml8elonL=
(eddres8)

To have this fom returned to the Records Commission electronically, Include an emall addre88:
l'`ber

l hereby cenfty that our records commission met ln an open meeting, as roquir.ed.by Section 121.22 0RC, and approved the §choduleS
Il8ted on this tom and any continuation sheets.   I further cchfty that our commlsslon will make every effort to prevent these rcoorq8
8erie8 from belng destroyed, transferred, or otherwise disposed of ln vlolatlon of these Schedules and that no record will be knowirigly
dlaposed ofwhich pehalns to any pending legal case, claim, action or request.  Thls action is reflected ln the mlnutes kept by this
commission.

tng£

Section C: Ohlo HletoricaI Soclety . State Arohives

I Z,~Zrfu*+ 2:C)/

Slgnefure Date

Pl®aso Note:   The Stoto Arohlves rctaln8 RC+2 forms permanently.
rctaln a r.®rmanont coov of thI8 forTnIl ls stronalv racornrr.ended thatthe Records Commlssl9p_
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S®ctlon  E:  Rocord8  Rotontlon Sch8dul®

page_2-of  lb

(local gov®mment entity)

(1) (2) (3) (4)
-,,(,!!i '

(6)Sch®duI® Record "tlo and Description Rot®ntion Period Medla =:,i.9,.u80

Number Type -A`iibaiSisotOH-LCF\
tortotoS.P RC73R.6d'L!1rTO.d

ADO01 Accident Reports/Fjles a) Slx years All med'a \I_`~.I-`_-..|+I,-:I-",`.`",.,

a)  non-employee and/or property provided no action
b) employee pondlngb)p'ac® inpor8onnel file

ADOO2 Agendas -  public meeting agendas a) Throe yearsb)destroywhen nolongorofadlT`]nistratlve a) DIolta'/Eloctronlcb)Paperandallother *'`.i-i,l``-%i;;r±.±_.-?<'-<..-

value mod'atypes -/:,

AD003 Annexati.on files/records Until no longerundertownshipJurl8dlctlon,thenglvetogovernlngJurI8dlctlonordostroy All media

.-i_t_i.

"-`l

AD005 Audio, video,  digital recordings, except when Until no longer of All media

i?
-,

1'      ,
specifically,  Scheduled admln. value

ADOO6 Awards, newspaper artieles, photographs, Five years A�  medla
Jy,tPl!: ,

negatives and scrapbooks provided no admin.value

AD007 Back up data on: personal computers, Retain for 2 system All modla J+

laptops, computer systems, servers -hard backup cyclo8 then l~'.   *`

drives/zip disks, cd's or other e-storage delete or erase `    -¥i-.L_LIl

AD008 Badges/Identificatlon Dispose of upontorminatton All  Modla I.1J   _(--i``-__J..'L.i_.,I^,'l,

AD009 Bids (successful) Flf(een years afterexplratlonofcontract Paper oroloctronlc T..-`--`..\

AD010 Bids (unsuccessful) Two y®aro afterlottlngofcontract Paper oroloctronlc

ADOll Blank forms R®tain untilob80l®to'unes8ont[al or8upor8odod All modla

ADO12 Bonds  officials -Record of offlciais oaths T®n years after Paper _\..           `

and  Bonds. Certificates of oaths,  Notices tci termlnatlon of
Officers  Elected or Appointed, surety bonds office or employee.

SAO/LGRP-RC2-(lnst.)  Revised December 18, 2017
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(1) (2) (3) (4) ".1!)`. -iFL.qy.LG*I

i)?C¬ulr_btlRi-`.-
fy_=...l.odS_

ScheduleNumber Record Tltlo and Doscriptlon Rctontlon Period ModlaType I,F#3gp
i?..,§=.-P.\.'',chA   al-`OHL6'R

filed  by township officials showing  officer
'L'.Iholder, office, sureties, amounts and

conditions of bonds,  date approved,  date filed ` "       :S-'i,f.,
and oath.

ADO13 Building -Township owned furnishing and Two yoar8 after All media

ff*-tfagr
rRE'

i!,S-RT,:,
repair reccirds sold, or no long®rownedbyTown8hfp

AD014. Bulletins,  posters,  and general notices Rotaln untll nolongerofanadmln.value,thendestroy All media "ig!-i

AD015 Bureau of Motor Vehicle Audit Seven years All media
J

gr&
AD016 Business Cards, business contact Information Unt.il revised,rosclndod,supor8Ode,obsoleteornolongerofadmln.value A'' media I-i

as    r',I"ftc<,L#``-.,+IE'-I`

AD017 Calendars -desk/appointment, dally, weekly, Three months after All  media i;
.I

E_!,.                        giv3-I,.,:t_,_.

monthly appointment books, calendars, end ofcalendar iffi:2.¢;%   re .  i"3
schedules,  organizers. planners, electronic or year Jisj,I.'. S xpREi

Paper
AD018 Construction  Projects Slxtoon yoarS aftorcompletlon All med'a

ffi5fi
-+)lj+in

qurfT_?_ '''y.,-.:;,i'f..i-.;,-

ADO19 Contracts/agreements Fifteen fiscal years AIl modla "=t.i-¥_*\r*
\,.r="`,i,if`,:,'-i¥ii

i+--Gi..,:;

ADO20 Copies, duplicates -all media (reading, Retain until no A'' modla

_`-,     i

`..\J,-_-I`.,:<

informational and reference) longer of an adm[n.value,tliendestroy

ADO21 Correspondence - Executive - Three years and no AIImedla      ffii!"'i|P,r#}I.q"J -.;tut --_`

correspondence of the head of the Township longer of admln.

ctELi:

J)`ii..t±;-::
dealing with significant aspects of the value
administration c>f the Township.  lt Includes
information concerning agency policies,
procedures, program, fiscal and  personnelinafters.

ADO22 Correspondence -General -letters & One Y®ar and no All  rnodla
".   \r...  ` _S,=

memos, also correspondence from various longer of adm[n.
I.`.^'`h-.,-\r,* !-a'_`f:,.ng.++-.`T¢.i       -:'-::,`,tu;:'`:.:4.;;`

indMduals, companies and organizations valIlo
requesting information pertaining to the
towT`ship and other misc. inquin.es.   This
correspondence ls informative (it does not
influence aqency oolicv) ::.      .

SAO/LGRP-RC2-(lnst.) Revised December 18, 2017
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Pa9e±  of  tt1

(1) (2) (3) (4)
.F9`,6.i?1;_`i (0)Scllodulo Record Tltlo and  Do8crlptlon Retentlon Period ModI8

Number Type I.dfi'ft#js|,-,,a-.LGbi%'oTfs-t5fo`orrig_F\P

R

`ROq_Prl:5¬

Fu,-`  -,fF1|,.

ADO23 Correspondence -Routine -this includes 6 months and no All  modla
'�`;,`,;i;^'r{..it'.

I+i  1'_,t.        ...,i!

referral letters,  requests for routine longer of adm]n.
Information and/or publications provided to e value
public by the township which are answered by
standard form letters.

ADO24 Correspondence -Transient-phone Rotaln untll no A�modla     ;¥i:¥ ``.`

messages, "post lts', and other records that longer of an admLn. "`11,  *,

convey info of temporary importance in lleu of value, than do8troy
dlrect oral communlcation (e.g.,  notes on  how
to complete asslqnments).

ADO25 Correspondence -unsoljcited  mail or email R®taln until nolongorofanadmln.vallio,thendestroy All  modla        ,¥..|J_ SRE-a
-

ADO26 Drafts -all media, all document types Retaln until nolongerofanadmln.value,thendestroy All  media        ¥i``a±+:`¢;J;:i"=|I,i:

I.,_.:I-i,+<,_3~

ADO27 Electronic Mail -identify appropri.ate Tltle per Rotaln according ®lectronlc       Ttr,LT.T£ +V--|--..

the retention schedule and follow retention to retontlon
I..+

period schodulo
ADO28 Equipment operating manuals Untll  machlno orequlpmontlsnolongerpropertyoftown8hlP AIImodla        i:#I,..,;lt,tt,I. "-#+,I:

\`i:...  --

ADO28 Text Messaglng-on Township owned devices Rotaln  untll no ®l®ctronlc

and on personal devices authorLzed to be longer ofadmln,
used for Township buslness value then delete

ADO29 Equipment maintenance & repair records Two years aftermachlnoorequipmentl8nolongerpropertyoftown8h'P A'' modla
-      i-r-., `..-!=`fu-±;,I\-*\`

*J

ADO30 Facsimile/Scan logs, cover sheets, Rotaln  untll  no All  mod'a
I    i.T:I-.t~+I'"_i:~:t"y',|^1-\.-Inj

confirmation  notlces, buffer pn.nt outs longorofan  admln.value,tliondestroy

AIJO31 Fuel  Usage records Tt`roe years All  medla
I    '',l`"=-^i3 ":.``i.I.,`

ADO32 General Adm"strative Files Untll no longer ofadmln,value,thendo8troy All  modla

I

;..:\Lt``

ADO33 General order,  Pollcles,  Rules & Regulations Untll supor8ododandnolongorofadminvalue,retainonecopyuntllaudited A�  medla

ADO34 Grants,  State and Federal -appllcation, Six yoar8 provlded All  media
i,

purpose of grant, funds applying for,  dates, all State & foderaI ",

"

information to support grant request,  projects audlts have boon }_'`.-:

to be done wlth cirant funds conducted. the
SAO/LGRP-RC2-(lnsl) Revised  December 18, 2017
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(1) (2) (3) (4) -..(§)-:-,,.`.i.xp=.`i
ScheduleNumber Record Tltl® and Do8crlptlon R®tontlon  Porlod M®dlaTypo

l'.''6H8-,LGRP

: ,'tt.,:1~,I(6,J5.I,'RC'Rei4-uby`-OLG

RP       `

audlt reportR®loasodand  alllltlgatlonclalm8, oraudltflndlng8havebeenro80lvod
tt,`1-..¬T.lS? ¥tl-`fi;I ~    .

ADO36 Insurance  Pollcies Tlir®e years afteroxplratlonofpolicy,provldodallclalmssottI®d All modia     lt;+¥;iij ;,,-,T. Jl¬`..`  -..*5
1-,.,....:I.ifL.,..:,,a-.,r:`-:"I.;j\``r.+`\-.-.~.

ADO37 Inventory -fixed assets a) 3 years afterrovls®d,rosclndod a)  Dlglta[Or
\_=1<`\  _I"?I,I,!`,.`iLi!1..,.-``+~\'', '-'     `'T       '-,`:',"\`.J,"-\3`\. lits:

orsupersedod or oloctronlc `-'           ;-'7:-,`.i,

obsoloto vor8lon ¬J5`J-i-:

b) do8troy onceelectronlcordlglt8lvorSlonlsmade b) Paper

. ,,±|;i,?,`-:

ADO39 Laws, regulations and rules (local, county, Contln|'ally A,,  mod,a          _P-'.--=>.,±ji'�

{-`
state and federal) updated, rovl8®d  or8uper8odod

ADO40 Leases a) two yoare after All  modla
`           ...`-^\

`-.?, a,'?-:

a) equipment oxpl'atlon lJ-'J{-_.)-:`T.._--``.,

b) real estate b) flv® years afteroxplratlon
:'1,,  J=:-.I `.I.i,:q'¬--!J,is?+,,,

-._\   -..-.\_.1.>_i:i,`.ii'*  ,.

ADO41 Levy  Flles Llfo of levy plusoneyear All mod'a
`utrL±,:i. ,:-i-_I-r

ADO43 Material Safety Data Sheets Conmalnupdt'nuaIIytalned andatod
I,-_-,FAWmod]a.rTJ:.-:`=|-.I  `_¬`-t¢..;t

ADO46 ODOT Mileage certlticatlon Seven fl9cal years,providedauditthentransferto§tat®Archlve8 A'lmed'a           i?```a`J -fjJ,+'iii9}.-'-I__,tr.

:.;i': :1ac*:,.i?
ADO58 Translent Vendor Permits/Licenses Four years All media

"+      `\-. #I;.:ft
j

D'1'lI`,,,-`!~,'

ADO60 Photographs, slides,  negatives, digital Until  no longer of AIImod'a         -.:PJ-=i~i?..,iTc`j_.:,x;tf.:'  I;T_.:i.Efffi.I,=-.J`_

images. vldeo,  audio digital recordlngs (non- admln. value
Zoning related)

ADO61 Press Releases Two Yoar8 All  modla

I
ADO63 Professional organizations and  association Rotaln  untll  no All  medla f r?,",...

files longvalu or of admln.®,thend®ctroy

ADO63 Property Documents R®taln tor duratlonofTownshlpproporfyownor8hlp All  modla
I\'\.''

|`i-i  -"-,'rJ n+.-+,`-'~-Y` I L~-.--,+-_

SAO/LGRP-RC2-(lnst.) Revised  December 18,  2017
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(1)Schedule (2)RecordTitloand Do8criptlon (3)Rotentlon Porlod (4)Medla i;i;9:?ul I,.Iu80-
r(6)

Number Type
AuofO,,-_.rd

by-dltor§tatoOrH-§-;,RP:3 :RRoqdy`L:G-*-I}c-3    -.Tirso,:g;fr:

ADO67 Publications   magazines and reference Rotaln untll no All med'a a).`t

materials longer of an admin.value,thendestroy .

- rl!+If=

"i:-~.̀

ADO68 Rental Receipts & applications for Township Throe years, All modla
-r,.\_\l

facilities (e.g�  shelter houses, Township Hall) provlded audlt

ADO69 Reports -Annual Departmental Report a) maintainpernanentlyb)destroyoncedIgital/eloctronlcvorslon[smade a) D'gltanElectronlcVor8lorrob)Paper

";r-

ADO70 Reports -computer generated, non-specific Retaln until no A�  media ..     \',"y,~.

(Administrative & Financial Reports - longer of an admln.

periodic) value, then destroy
ADO71 Reports -computer generated, non-specific Retaln until no All media

(Administrative & Financial Annual) longer of an admln.value,thendestroy

ADO72 Reports -statistJcal,  monthly one yearand nolongerofadmln.value A[' mod[a

AI)073 Reports -statistical, annual Flvo years and nolongerofadmin.value All media

ADO75 Risk Management Plan Throe yoarS All  mod'a          _ -h.
'|-\-.-..-`-.-\,:-I`ii`'l,iI`,`^,

i
+I

ADO76 Rc)sters/Directories Untll super8odedorob8oleto All medla
-

:--,+I-J

+

ADO77 SlgnJn sheets, visltor logs One year PaParor         ,t"._ri:oloctronlc+.;+\,

1`_~H J`. ~. i#ijt

+?A

ADO78 Surveys, questionnaires Three years and nolongerofadm[n.Value All medla
\l      ``.n-I.::`...,,qu-'. , ',+  ¥`

''_-l£!

ADO79 Training  manua's, materials Until obsoloto,8upoT8ed®dor nolongerofadmjn.value All modla

ADO81 Travel Expense reports Throe yoar8provldedaudit All  medla

ADO82 Vehicle maintenance reports Until vohlclo 80ld AI I  medla

".,.-i    _         -

ADO83 Voice mail messages -cell phone, pager, Erase or doloto All mod'a i-®-, fl-,   `-I

answering  machlne, telephone wT`en no longer ofadmln.Valuo

SAO/LGRP-RC2llnst.) Revised  December 18,  2017
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(1) (2) (3) (4) _(D        _,Lr

(6L`  ,Schodulo Record Tltle and Descrfptlon R®tontlon Porlod M®dla FoI` ue®

Number Type byAu_dltorofStateOrOI18-I_-LdRF,,,. RCis     ,R®qulrodbyOHS.LGRP

BOT01 Board of Trustees Meeting Minutes - a) once created or Paper,
a) approved signed version which may converted to digltal dlgita''

Include paper format, Scanned version format, kept olectronlc/aIlmedle

maiinfalned on Township or other external permanently; paper
8erver8 version destroyed
b) audiofyisual recordings on compact discs, once digital version
thumb drives, cassettes or other external js created and
memory devices saved;
c) audio recordlngs posted on Township b) one year after
website and/or maintained on Township minutes are
server storage approved;
d) drafts/notes c) five years afterminutesareapprovedorwhennolongeraudible,whicheverissooner,d)untilminutesareaDDroved

BOTO2 Board of Trustees Meeting Agenda8 - a) destroy after Paper,
a) paper digital/electronic dlglt8',

b) digital/on-line version is ci.eatedandsaved;b)fiveyears electronto/allmedia

BOTO3 Resolutions a) Permanent All  medla
a) Original Electronic Version -(original b)  Malntaln
signed resolution which  is a scanned ver8lon permanently or until
of the approved paper resolution or electronic transferred to digital
version with di.gital signatures and date format then
stainpod); destroyed;
b) Origlnal Paper Ver§lon c) until no longer of
c) office copies admin. value

FDOOIAD FIRE DEPT -Above ground storage tank tall ycaro after All modla
-

\    `      L

records ®movaI

FDOO2EE FIRE DEPT -Activfty and (raining reporfe Two y®ar8 thenIncorporate(htoannuald®parmontoIreport All medla

FD003At) FIRE DEFT -Arson  Reporfe Permanent A'' m®dla L/
FDOO4AD FIRE DEPT Business -Commercial Buildings Contlnually All modla

pro-plan8 malnfa]n®d aupdated

FDOO5AD FIRE DEPT - Business files/records Until structure All m®dla

(lncludlng permits, violations, roceipt8, eta.) domollsh®d

SAO/LGRP-RC2-(lnst.)  Revised December 18,  2017



OHlo    ohio Hlstorlcal Socloty":"` State Archlvos of ohlo
Local Government Ftecord8 F'rogram

BOO E. 1qu Avonuo
Columbu8, Ohio 43211-Z49T

page±  of  lb

(1)Sr'd' (2)RdTltldD           Ill (3)Rttl P'd (4)Modla 1  i.6r.usrd6     .,'~::`.  ``..

COuONumber ocor          oan        o8crp   on eon   on    orlo
Type

^uofOfL
byd'tosultoOrH,S,..iORB `,  -.-"i.:-'Rr,Rodby#L.L

FD006AD FIRE  DEPT -Carbon monoxide actlvatlon Three yoar8 All  modla

'`_i*,I.i
records

"`\|\`.-

FD007AD FIRE  DEPT-Chiefs Monthly Reports Incorporate Intoannualreportthende8troy AIl  modla
``.--``   .   |,.,.

\.    .+.`.:+r**.i.`__i.

FD008AD FIRE DEPT -Commercial Plans & Drawings Untll no longorofadmlnvalue A�  mod]a

FDOO9AD FIRE DEPT -DEA, Ohio Pharmacy Flve Years A'' modla

-Prescn.ption  Drug  Llcense

FDO10EQ FIRE DEPT -Daily Fire apparatus inspection Throe yoars A''  modla

i-i+

records

FD011AD FIRE DEPT-Dispatch Sheets Throe yoar8 All  medla

.\'`

FDO12AD FIRE DEPT -Efficiency Reporfe place ln personnelfl'o All  media
``c--:I`'I-`¥,I:+:,.-`

FD013AD FIRE  DEPT-Emergency Plans Continuallymaintainedandupdated All  medla
"   ,l``-\,`¬Ji_.*

r-,-``-,ct1'tt-_`.-.

£*  #.; `,i-.=`+.  I_-,.-

FDO14Fl FIRE DEPT-EMS Billing Statements -FIre Five yoar8 All  modla
t,  ,   - i  ` ;i;'i'f.:`

Safety Services Billing

FDO15Fl FIRE  DEPT-EMS  Bllling  Reconciliation Two years All  modla
.     `......\t   .:  .-:`

Records -`;;I::i-.i?f;,i_-;?!J;,..:_.f

FDO16EE FIRE DEPT -EMS Cerfification & Re- Until superseded Allmod'a          .+I.i).\`ne,-`.i }'("5.

Certlflcatlon  llsts

FD017EE FIRE  DEPT -Employee Re-Cerdfications Permanently kept'n®mployoo'8porsonnolfll® All  modla J   `>',,*.,1  <t

i-i:.-;?-`il,Lt+lid.-

FD018AD FIRE DEPT -EMS Monthly Statement Throe years A� mod'a -I   |`,-i

FD019AD FIRE DEPT -EMS Incident Reports a) untll data l8 All  media
~(excluding  fatalities) Incorporated  ln(o

a) dally,  monthly logs dafaba8e & .      i
b) electronic master file accuracy verlfledb)permanent +       .-_.-¢:      `"...-v`_-...``.i-:rJ-V,,E:'*i-_

FDO20AD FIRE DEPT -EMS Incident Reports a) Untll data I8 A�  media ++I,
J-.`,:,-.I.'l',rg S#£3¬   :`+I,..y:`,1'-tl.:ti ,\`-

(fataI''t''es) Incorporated  Into
a)  daily,  monthly logs databa9o a

SAO/LGRP-F`C2-(lnsl) Revised December 18, 2017
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F.ageq_  of  lb

(1) (2) (3)
in(4d),            r

I,i,#'fi.:i.v-==Fr`.t'"'R~. 'lg_6i
`

ScheduleNumber Record Title and Description RBtention Porlod ®aType          �

\'..,|\n;'..OroriLGR

RCBqulOH
fed.§-_-;

iG.R`)#`=

b) electronic master file accuracy vorlfledb)pBrmanont ~,..'t'in_LZ-__,T|

f¥#ul_" I r, ,
FD0ZI AD FIRE DEPT -Exchange of time agreements, Four yoar8TonyearsContlnuallymalntaln®dandupdat®d All medla ¥#z-¥ng-.,[2#l t.T

trades filed with #1 10
riLrfe`.-##=.`:r>fi
"\..\`.i..  itlar:#F;-,<'"

FDO22EQ FIRE DEPT-Fire All  modl a

a,.lit.-:.~....*

Apparatus/hose/ladder/aerial ladder testing
records

FDO23AD FIRE DEPT-Fire Code All  mod la .a
I.I.(}+A

` +,lij

FDO24AD FIRE DEPT -Fire detector/Detection Ton years, or after All  modla         *J,-"

Tests/Fire Safety Inspection reports for all no longer
Township buildingsFIREDEPT-FirePrevention  Bureau - Town8hlp property

FDO25AD Permanent All  IT'Od la :-tr'^-,1t

Application/Permlts

FDO26AD FIRE DEPT -Fire Prevention  Bureau Mc)nthly Fiv® years Al I  mod la
#-*=r+

r+tlil

_ry.i_..-,`
Consolidated  F`eporfs

FDO27AD FIRE DEPT -Fire Prevention & Safety Five years and Al I medlaldl "`.:..     ``-: #

Program Records longer of an adminva'uo

"`     IF':igr,

i.I_+ 1''

FDO28AD FIRE DEPT -Hazardous Exposure Records - Pornanont A line    a #,A.a:I

#ta r,z!,,-

l\l_iIV-`\|departmental

FDO29EE FIRE DEPT -Hazardous Exposure Records Place ln porsonnol A 'I mod]adta

B#&-`- .

r*7--' `

-indMdual employee file

FDO30AD FIRE DEPT -Hospital Transport Totals Incorporate Intoannualreport,thendestroy A ll  mold'

i

.   ,r.\:..''/:"<``.I-i

FDO31AD FIRE DEPT -Hydrant inspection  records Two yoarS Almo    aAlldl

I-'l.1 I

i

FDO32AD FIRE DEPT -Hydrant location & information Permanent rIle     altric

I

¢`-,

files

FDO33AD FIRE DEPT -Incident Reporfe (arson, Permanent aA eC    On'ldl

fatallties)

FDO34AD FIRE  DEPT -Incident Reports -company run Untll data moo          `-rJ.

"h+`;a,p'
reports (excluding arson & fatalities) Incorporated Intocomputerdataba8e&accuracyvorlflod,thendostrov

asLgrtgjLS
"  ,I-LI`,
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pageILs±   of   la

(1) (2) (3) (4) .`aS,).a:``f-,  .

";,i..:.I.i.

ScheduleNumber R®cord Tltlo and  Do8crlptlon Retontlon  PoTlod MediaType

c)t'LG

use,IS_F\P

FDO35AD FIRE DEPT -lnciclent Reporfe -company  run 25 years then Computer

#f#_..'id1

'¬`

;.i
reports (excluding arson & fatalities) tran®ferrod tocomplitoroutput(COM).EraseafterCOMvorlf]odforaccuracy

FDO36AD FIRE DEPT-Incident Reports -company run Permanent Electronlc +i a* G J*

:#

+I`fi
reports (excluding arson & falalities)

FDO37EQ FIRE DEPT -lnterdeparfmenfal eciuipment Three years A''  med]a

```..`.       ``

",,d
LT.  F-2'`\-'

loans %;p,,i;-;

FDO38AD FI RE DEPT -Fire Investigation: files, index, Twenty years Al'mod'a           <:-!.,-"'1h`.II(.~\r`-,+.*',\-ii.-

tevidence

FDO39AD FIRE  DEPT -lSO rating  & documentation Retain for the twoprevlouslSOratlng8 All medla
`\..                   -Irf}`.-(.~j-I,`-,,I"`'.,.d1,.--`

'  \T} tg:':`?=i.I

ire.:4#
FDO40AD FIRE DEPT -Medic Stafflng  Report Throe years All mod la

¥+
[ir;#

i..I-lr`/.\\=

FDO41AD FIRE DEPT -Monthly Station  Log Twenty-Five years AI I mod la

i`¥

ul¥iai;i#Sir.¥_

REJ
FDO42AD FIRE DEPT -Mutual Aid Agreements/AMAR Five years afteroxplratlon Al I medla .,.,.\.IT+i1,

4Eae1
ffii'.\re

%.:I;`I:g--L`.'

FDO43AD FIRE  DEPT -Notification Lists -all types Continuallymalntalnedandupdatod All modla "iRE
+i,

.T|a-':+II,a:I

FDO44EE FI RE  DEPT -Off duty & duty schedule Four y®ar8 Al I  media �+ 'JI+if:E

Monthly

FDO45AD FIRE DEPT -OSHA Title 1583 Records Thlrty years after®mployeeloavo8Townshipemployment A'l rnedla I *"i#?#*'ti;

I

-*i,vJ`

FDO46AD FIRE DEPT -Permits/Licenses all types Four years A'l med'a

I
J1

FDO47AD FIRE DEPT-Reports,  NFIRS Until data ]sIncorporated Intocomputerdatab8sooroloctronlcstorage&accuracyverlflod,thendestroy All media

I

\rj*t

a

;r£+:I.i   I.ae+.t^\:`..,
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F.agelLL   of  la

(1) (2) (3) (4) 1Fdy\`A'u`,`!1','`fl"'|r.,-6Lo5)usa!diyigLgLT,``9'.HS_FtP
-,. \'``+,-.ir -y;i.Roq,,I.byO#_LGFli-,its_igt'_3-.,rod  :

yeytn

ScheduleNumb®l. Record TItlo and De8criptlon Retention Pal.lad IVledlaType

FDO48AD FIRE  DEPT -Reports NFIRS, Porman®nt EIoctronic \-``  ,`

inicrofilmed/electronic storage
'.-,fi;-.,i.E=:aQ_t`'**_

-t  ,rgL§L\`\|\-̀(r,:  ','

FDO49AD FIRE DEPT-S.A.R.A. "Right to Know" Five years and no A' I mod'a

".\.\  .L``,'\\

£   __-,,.:.I.:,.-;iJ,-:``+i,).-c

records longer of an admln,value

FDO50AD FIRE DEPT-SCBA Testing & FlowTesting Until sold'§crappedor nolongoTownedbytheTownship Al I modla `.|iT

"&::

.i,£Ti11£:=P,.t''*".I,.``
-,*!'';i

FDO51 AD FIRE DEPT ~ Squad Changeover Records - Untll  revI8ed, A' I  media

--,-:_\AL-jii" `=

art:
Equipment updated orsuper8odod

I   #
FDO52AD FIRE DEPT -Tactical Pre-Plans Contlnua(lymaintained&updatod A' I  modla +

run
I;£

.-.` `-_`.I+

FDO53AD FIRE DEPT -Township owned  Buildings Pre Contlnually AI I  modla
```          ``r.`i|=```,`..-\*,C

" tr+.

I    \*qu-I,,i/
Plans malnta]ned &updated

FDO54AD FIRE DEPT -Township owned  Buildings As Untll Structure A ll  modla -':    ``-¥REff,I,
;',,I-                         .La,it[..raLdy/`,.I#rJ.,`-

Built demolished

FDO55AD FIRE DEPT -training dcoumentation for lSO R8tain for the two All  med'a

`  `u =r ty'st`

-l_'-;-^7,^-Jfai£-i.`\-`

\`    `

rating - lSO's done every ten years previous lSOratlngs

FDO56AD FIF`E DEPT -waivers, visitor releases, station Two yoar8 and no A'l  modla

a``,?_.¬fr fuT=J]r.,-,.`r`

ES?    ,\_-§,--ne.4e._w
"_t,     .:{``,`i.cJtour records, car seat inspection release [ongor adm.In.

records va'u®F[vefiscal years,provldodaudlt

F'OO1 Appropriations Ledgers All medla :..,.  '\'..\`.\

"-_.L     \.\

3i`�lit ¬---.

FloO2 Audit Reporfe (Federal,  State, or Internal) Flvo Yoar8 Paper oroloctronJc

9

W+i_IJ-h+      +

ans.t
FloO3 Banking - Bank Statements Four fl8cal yoar8providedaudited Paperor  Aelectroniceh _t|`_a\,,,r ItRE..\-.?.`_ripii-:hit

ssE,..
.n`6dbyt-.'d!o^w.

Flood Banklng -cancelled checks, check registers Four fl§caL y®ar8providedaudited
:[8oPc:rro°nricAa ditorditre f State a.nprtha§B?

FloO5 Banking -deposit slips & receipts Four fl8cal yearsprovldodaudited paper or  re®i®ctronlCS easec.ll d    ursuan.f7.60.ri:cqu£:.,+

Flooe Banking -cash statements Four flscal yoar®provldedaudited Paper oroI®otron]c

+:'

"` :ishiI-         ,I,i\Qt.±'
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Audited means: the years
encompassed by the records
have been audited by the
Auditor ofState and the
audit report has been
released pursuantto
See.117.26 0.R.C.

Page L22:2-  of   ILQ

(1) (2) (3) (4) I-`     5    'r'11,i

ScheduleNumber Record Tltlo and De8crlptlon R®tontlon Period ModlaType IF9i.ky_l`,.by`At'dIZofStoOr..;|06HRS80_t'_-d'rt'Bt\^PJ -::-.Iy.,RR6q.by..,L\-

FloO7 Bond  Registers Twenty years after188uecalledorrodoom®d Paper I.`_,\.-i,`t.:-'I,7,fc.I:',,, i

FIOO8 Budget -Annual Departmental Throe yoar8providedaudlt All  modla `/ I--I ,[-,_-=3g."`-:.-*.::sS.I,.-:`(JL".-`|i.-::, ,,,i:.--r'-i+-t~

FloO9 Budget -year to date budget expendltures Contlnually A�  modla ".--.\.-:;.-`.,:`+:'-.I.-",-`..:,,-,`t_`:".\..--.,-`\\\`

report updated & rovl8ed

F'010 Budget Preparation documents Three Years afterflnalbudgetapproved All  m®dla
.

F'011 Fiscal Records:  Ledgers/account books, Throe years All  mod'a
.

Quarterly reports,  statistical reports, work
Papers

FI012 Invoices paid Thr®® y®ar8provldodaudit All  med'a
"

Flo13 Purchase orders Three years,providedaudit All  modla

-,-           {

.

Flo14 Receipts Four fl§cal years,provldedaudlt All  modla
_    ``,J`\r"-,'``.J'+.I-.,`--:_-1=r,. .

Flo15 Revenue Statements Four fiscal years,provldodaudlt All  media          ,,+.`.
`.   `   \`..-"r3,,I:|..\.

`   l`IJ_i?t:I,;\,-I-+=,~_i,:dr',;j~.

FIO16 Requisltlons for purchase orders, purchase Three years All mod'a
_J-,I--: :..;:,i'_;.,   I?.J+.I:`if

orders, invoices and statements(departmentalcopy) provided aiidlt ".   ` "``+       `.:..."t±ra,.i-,.T-.i
I. fl.i;jr't

Flo17 Taxing  Dlstrlct Audit Info Four fiscal years,providedaudit All  modla i+..t,__{i`,,I.1

'*`|¬'~L

Flo18 WarrantsM/arrant Joumals/Warrant Reglsters Three Yearsprovidedaudit Paper oroloctronlc `-, =L|=+.-,`,;,i:``,-r----``

Flo19 Warrants & Charges -Charge Account doc. Ten fiscal years A� mod'a

FlO64 Public Records Compllance documents (RC 1RC2) 25 yoar8 afterrevlsod,6upor6od®dordi8contlnueand nolongerofadmln.Va'u® All mod'a

`<

FlO85 Public Records Compliance documents  (RC3) P®rmanont All  mod'a `-r-`ff-`\-I,'-|'ti`:.`J.`i1..:,.-..,i,-\"..`':

SAO/LGRP-RC2-(lnst.)  Revised  December 18] 2017
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Page L33  of  lb

(1) (2) (3) (4)
FoJr6!3;.6_fStito".or-6lts-LGRP.,-: .(6,  ,   `.`,IRC-3,,,Roqy!r-e-a:i?i,:LJJ6:BH:pst-IScheduleNumber Record Tltle and  Do6crlption Rotentlon Porlod MedlaType

FIO66 Public Records Requests Two years All  medla
-I I..`|:.,-.,:'`.I.-,`rrHrI,I.-i<-"';-j'3,_:`5i:i --?-;.,-;r=`-=`-"+-+ifr/-.`.`            .\

HR004 Application for Employment (unsuccessful/not One year from Paper or ".`~-."j=,'.I___`th,_ \±`    -`.              `    ',.i

hired)  Includes resumes and attachments roco'pt olectronlc I 'r,`.``.r,."'`1|-,

HRO35 Hiring  Materials for posted vacancies- One years after A'' medla
_`a`\`.

vacancy postlngs, applications & resumes for position  i8 filled or `',,
intervlewed applicants,  Interview questions, decI8lon  not to flll I,Il

intervlew scoring/assessments ls made :^!

HFlO38 Job Descriptions UntII 8upor8ododorcla88iflcatlonaboll8hod All media \ _i tfi:":

HRO42 Employee Handbook -final approved Permanent dlglto' "\a-`tt.,_' '

(final  approved copy i§ digital format with
approving resolution or signatures of
Trustees)

HRO59 Personnel File -whlch includes employment Permanent, All  media

application, hiring resolution, performance extraneous
appraisals, commendations,  disciplineJ information removed
emergency contact info,  employee upon  employee
Information,  Ilcenses  & cerflflcatfons, directive termination
and/or policy acknowledgementsPaperformatsmaybedestroyed upon the (lndMdual recordtitlesareretained inaccordancewithappropriateretentlonschedule)Itno

creation and storage of a digital/electronic schedule exists, the
version indMdual documentisretainedpermanentlya)digitaVelectronlcversionsaremalntalnedpermanentlyb)paperverslonsaredestroyeduponthecreationofthedigltaI/electronicrecordcreation

HRO60 Employee Eligibility Verlf[cation  Form  (I9 Throe years after Paper/aIoc

Form) date ofhlro or1yearafteremployment tronlc

Paper format may be destroyed upon the
creation and storage of a dig.ital/electronic termInate8,
verslon whlchovor ls  lator

SAO/LGRP-RC2-(lnst.) Revised December 18,  2017
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F'ageI4  of  I&

(1) (2) (3) (4)
.Fo'r":'i-bI,!;u-gOLG

6L`j.,!±y:I-r::?r;iinto'oa,IH9.FLP .-\      ,`.-.      ,i-``_-.I,

SCllodulONl'mbor Record Tltle and  Descrlption Rotontlon Porlod Mod'aType
..'    RFtobyi

(6)C-3qu!roOHS-aR`p~=\

a

HRO81 Dlsclpllnary actlons: verbal arid written Throe yoar8 A'' modla
reprimands and/or counseling. provided  no8ub8equ®ntdl8cipllnothen

Paper format may be destrc)yed upon the
creation and storage of a digital/electronic do6troy
vers'on

HRO62 Professional certlficatlons,  licenses,certificatesoftralnlngandsimllardocuments Rotaln  lnpor8onnol fllo untll8uporsod®dorromovodbyomployoo All  media
"+`-

'.  ``ap+",,.\`',.--,,i--

HRO62 Persc>nnel  FIIe§ -D]solpllnary Actlons: P®rman®nt All  modla

suspensions/terminations

Paper format may be destroyed upon the
creation and storage of a digital/electronic
version

HRO63 Random  Drug Screening  Results- Negative Two yoar8 from All  media

-``     .

_.-t,I,.+1i.-,i,L-`\..\'
resuIts Te8tlng Date

Paper format may be destroyed upon the
creatlon and storage of a dlglfaVelectronlc
verslon

HRO64 Random  Drug Screening  Results -Positive Five Years fromTestlngDate A�  m8d]a

\':J_i,I_,J¢,

`r`r`

Paper format may be destroyed upon thecreationandstorageofadigltal/electronlcversion
-<     J',:-_`_-``=\..`-:._!_,r`-i,jta_,.£',

HRO65 Random  Drug Screer`ing Annual Report Ton Yoar8 AJl  modla
'`?-``    -..'-r,-,-i,./I--:\_i,k-.

-+
`Jt.

Paper format may be destroyed upon the
"           i.`--`.'.=:_.:'T-,:}*,".\._,`.,,*`\-..`

".-,-,+-J=\.`

creatic>n and storage of a digital/electronicvers'on

HRO80 Tralnlng  records by employee, continulng Flvo years after Al'modla         t-i,.,`3''[I I,.i.

educatlon cerfiflcates and  requests, ®mployoo
certiflcations,  seminars t®rmlnates

HRO84 Workers Compensation Claims -contains Ton years after AW modmu ITS\-,_. .   _' .ar,S...,r,e,ea
names of injured worker. date of injury, date offlnaI en ed byth re(Qm6b Pa_§eon
amoLlnt of time off,  degree of injury, clalm and payment ha udited b thhe
benefits informatlon.

PAO47 Payroll -time shee(s,  sign ln sheetsL tJ.me Three yoar8. All mediau I(OT `OT tale and
cards provided audlt auroI it repo..I| has bee|re'|an++

PAO48 Payroll -leave requests Four yoar8, provldodaudltandbalanco8JournallzocI A� mod§e
ll.b-I. 7.2_`.\rfei 0.R.C.

PAO49 Payroll - leave summary reports Four years All  media
I,.

-                   .-.-        \
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Pa9eJS  of  /A

(1) (2) (3) (4)
"   (5)

(8)    __

erIth

Schedule R®cord TItlo and Description Rotontlon Period Modla For uB®

Number Type byoAfu.sdL#:

_. Ro

RC-3qu,rod

:_iL9GHRS-E.`..
-,."II,--_E-5¥i_f.'I

PAO50 Payroll - Pay ledger Pormanont All med'a ":y.    .

PAO51 Payroll - Bi-weekly Payroll reporfe P®rmanont A�  modla

+"+      ,.-_,

PAO52 Payroll -W-2's Four flscal years,provldodalldlt A''  modla
yt   ,`J.:±\.\.~._\|;rt_!:i(,

".;!..-`|-jr

PAO53 Payroll -W4's Untll 8uper8ededoremployootermlnatos All  medla

t'

-...-`ifeji:?F¥-.
-fi--,+

PAO54 Payroll -OPERS Flnanclal  Reports Ten years, transfertoStateArchlves All  medla ` T``."..``..+.t.;l£.3?
=i=£; `,!t]"ig_'j

PAO55 Payroll -Deferred Camp Documents Four fl8cal years,provldodaudit AH mod'aer;ha 'oV_6
-±TF_i:

FT.J?,e`au|O' I.|'e

- a bythdl'tori

PAO56 Payroll -Quarterly/Annlial Reports Permanent A'' m®dlAuau otiS`Freed gtari,fr
'te andasbee

I

PAO57 Payroll -Tax Documents SoVon flscal yoar8, All medfav. aa,t=t!.`,P rSuant t
provldod audlt Se 117.,2 o.Fi.C.

PAO58 Payroll -lAFF Annual Employee Agreement lf 8upor8odod, 8lx All  media

to Receive Compensatory Time fl8cal years,provldedaud]t

PAO59 Payroll -Application for Donation of Sick Four fl8cal years, All  modla

Leave provldod audit

PAO60 PayrolVBenefits -HSA Election  Forms Until sup®r8odod, A�  medla

(payroll  deduction) rotaln Six fiscaly®ar8

PAO61 Payroll -lAFF Authorization for Payroll lf 8upor8edod, 8lx All  med'a

Deduction of union dues fl8cal years,provld®daud]t

PAO62 Payroll -Llberty Township  Fire Department Slx flscal years, A�  mod'a

Request for Accrued Holiday "me Cash provldod audit
Payment

PAO63 Payroll -Comp "me Election and Carryover Six fl8cal years, All mod'a

Request provldod audlt

PAO64 Payroll -Direct Deposit Authorization lfsup®r8ed®d, Sixflscalyears,provldodaudlt All  modla

SAO/LGRP-RC2-(lnst,) Revlsed December 18, 2017
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page±C  of [&

(1) (2) (3) (4)
I    (i)-_'`'

",(6)

ea

SchodLl]o R®cord TItlo and Doscriptlon R®tention P®rlod M®d]a I .F®r VPQ

Number Type I,A -by-"u-dlfor-of_stateoFOI18_LORP_
Ikc_3RoqulredbyoHS.-ILORE__._

PAO65 Payroll - Health  Beneflt Enrollment and Untll super8®d®d, All mod[flu
jted eans.. theChange forms (health, dental, vision,  life, ®lx flScal yoar8,

short term disability) prov]dod audit en Ompa sed hvfh rel!h
PAO66 Payroll -Medlcal [n8urance bonils, opt-out or Slx f[8cal yoar8, na e been auditad b

cash ln lleu designatjon forms, annual prov[d®d aud]t Au itor of tale and he
Z0001 Applications for Conditional Use -Including a) P®man®nt Pap®r'  --oI®ctronel I t=r,u|I Has bee

application, parcel Information,  documentation b) peman®nt Sea p rsuant to
submitted by applicant, Zoning staff report, See I1 1712 O.R.C'fee paid record, public hearing  notice,  any
relevant mectlng mlnute8 consldering the
appllcation, record of the decision made and
condltlons applied, if any.
a) paper files
b) electronic files

ZOOO2 Applicatons for Variance -includlngapplication,parcellnformatlon,documentation Flue y®aro,providedno action Papor'Eloctronlc

8ubmltted by application, Zoning staff report, p®nding
fees paid record,  public hearing notice, any
relevant meeting minutes considering the
applicatlcm,  record of the deci8lon made and
conditions applied, if anv.

ZOOO3 Board of Zoning Appeals Case Files Porman®nt A'' medla

ZOOO4 Index to Board of Zoning Appeals Case Flle§ Twenty-flvo yoare All medla

ZOOO6 Appeals on Code Interpretation Pormanont All media "+=.,     i         .+`

-
Z0008 Planning Commission case files Ton Yoaro,prov]d®dno actlonpondIIlg All  m®dI®

ZOOO7 Meeting  Mlnutes -Zoning Commlsslon & a) P®rman®nt All  m®dla

(f=`tr,,",)Board of Zoning Appeals b) Permanorit, lf
Meeting minut©e -a) approved hard copy avallable and
b) audio/visLial recordings audlbl®ivl8Iblo
c) drafts/notes c)until hardcopy ofmlnutesl8al,proved

ZO008 Certlflcates of Compliance -arranged P®rmaRent Paper
numerically and/or chronologically,
maintained with original parcel files

ZOOO9 Zonlng Complalnts Tliroe Yoar8, All media
a) paper provld®d no action
b) e-mail pondlng
c) via phone & recorded on paper

SAO/LGRP.RC2-(lnst.) Revised December 18, 2017
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page J3 of  lLa

(1) (2) (3) (4) (6)For|'B®

(6)Schodulo R®cord "t]e and DoeeTlptloh R®t®ntlon Porlod Modla

Number Type -.,by       .-Audlfo`L'6`f§ut6.:'1'```J"J,L_OrI,,:.¢u81I,'LGRP

"1,Ba_J,b'

RC-3_qu.IrodyO/HS-LGrBP1+

ZO010 Legal opinions P®rmanont All  mBdla
i,,

ZO011 Houslng,  Land Use, Popillation and other Retaln untll no All medla

-',i

Special Studies (Camp Plan studies) Io,lger ofadmlnlstratlvovalue

Z0012 Legislative research files, drafts R®taln untll nolongerofadmlnlstrativevalue All modi8

r-,E-^3..,       -

Z0013 Nuisance Abatement records Permanent Allmodla           _i.1..-&',.."\-=,

ZO014 Permit Applications for signs  ponds  fences Thrco years af(er Paper
and  bulldirig8 -includes  parcel  information, flnal d®cl8lon Electronic r,i   I

description,  owner information, contractor rendered

|`, -`-

information,  dimensions, etc., date received,
fee pald, certificate issued, number and lf
denied, reason.

ZO015 Permit Records P®rman®nt Paper,Eloctron[c
"1_-I       -

Z0016 Plans -CommerciaVlndustriaI untll no longer ofadmin.Valuo All mod]a

Z0017 Receipts -fees paid Four yearsprovldedauditcomplate Paper i

ZO018 Rezoning Applications Three years PaperEloctron]¢

Z0019 Subdivision  plans Pormanont A'' medla L/
ZOO20 Residential  Building  Plan Tliro® years aftercompletiondate All medla

Z0021 Commercial Building Plan F]ve years aftoi.completiondate All med[a

ZOO22 VIolatien Notice Three years afterls8uocorrectedoradJudlcatodbycourt

Z0023 Zoning Amendment Files Permanent AIl media
"(.:

SAO/LGRP-RC2-(lnst.) Revised December 18, 2017
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PageEL  of   lh

(1) (2) (3) (4) (6)
(a)Sch®dulo R®cord TItl® arid De8crlptlon R®tontlon P®rlod Media For use

NLimber Type byAuditorof9tfrool.-_,,faHRSi.` RCBRb®yqoTiE-aLGRP

ZOO24 Zoning Maps P®manont Paper /
ZOO26 Zoning Resolution Untll Sup®r8®d®d All modla
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