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Section E: Records Retention Schedule
Cuyahoga Arts & Culture
(local government entity) (unit)
For use RC-3
by Required
Schedule . _— . . Media Auditor | by OHS-
Number Record Title and Description Retention Period e of State LGRP
or OHS-
LGRP
. Paper
Accounts Payable Documentation Records related to Retain for threg (3) Electronic
ayment of financial obligations. Includes vendor years after audited
Acc-100 | PV & ‘ and after audit report
invoices and statements; payroll and payroll
. - . has been released by
deductions, contributions and other income. .
the State Auditor
. Paper
Retain for three (3) .
. . - Electronic
Accounts Receivable Documentation- Records related years after audited
ACC-101 | to receipt of revenues. Includes vendor invoices and and after audit report
statements. has been released by
the State Auditor
Paper
Retain for three (3) P .
- Electronic
Payroll records and reports (except annual summar years after audited
ACC-102 y P P v and after audit report
see ACC-105).
has been released by
the State Auditor
. Paper
Retain for three (3) | .
fter audited ectronic
Reimbursement Documentation - Reimbursement for years a .
ACC-103 . and after audit report
employees for work related business travel
has been released by
the State Auditor
. Paper
Retain for three (3) .
- Electronic
years after audited
ACC-104 | Telephone Records and after audit report
has been released by
the State Auditor
ACC-105 | Payroll records (annual/summary) 10 years Paper
y ¥ 4 Electronic
ADM- . Retain one (1) year Paper
100 Board Member Files after end of term. Electronic
ADM- Board of Trustees Agenda Packets Permanent Paper.
101 Electronic
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By content. Non-
ADM- Email records delete. Paper/Ele
102 Records retain ctronic
pertaining to content.
ADM- e
103 Request for Qualifications or Proposal (unsuccessful) 2 years Paper
General Correspondence: Includes internal Paper'
correspondence (letters, memos); also, . Electronic
. e . Retain no longer than
correspondence from various individuals, companies,
o . . - three (3) years after
ADM- and organizations requesting information pertaining to
. - the close of the
104 agency and legal interpretations and other . .
. . . . . calendar year in which
miscellaneous inquiries. This correspondence is .
. - . it was created.
informative (it does not attempt to influence agency
policy).
Retain until obsolete, Paper
ADM- CAC publications File: Including annual reports, news n unt! P .
superseded, or Electronic
105 releases, newsletters, brochures, pamphlets, etc.
replaced.
ADM Retain until obsolete, Paper
106 Audio-Visual Materials created by CAC superseded, or Electronic
replaced.
Retain until no longer Paper
ADM- . . . .
107 Media Coverage of CAC. of administrative Electronic
value.
Retain until obsolete, Paper
superseded, or Electronic
ADM- Reference and Informational File: Various topics which up !
108 do not directly affect functions and policies of CAC replaced, and then
y P ) dispose. No RC-3
needed.
ADM 3 years after calendar Paper )
Records Requests year in which request Electronic
109 )
was fulfilled
Retain until no longer Paper
Transient Documents: Includes telephone messages, nu . I. . & P .
. - of administrative Electronic
ADM- post-it-notes, drafts, notes and other limited
. . . value, and then
110 documents which serve to convey information of .
. . . dispose. No RC-3
temporary importance in lieu of oral communication.
needed.
ADM Administrative Policies, Bylaws, or Manuals: Retain until Paper'
111 Documents produced by CAC detailing operations, superseded, obsolete, Electronic
regulations, and/or procedures of CAC. or replaced.
CAC Staff Correspondence: Regarding such things as Paper
ADM- legal matters, interpretations, policy decisions, . Electronic
.g . ! P . ! poficy I I. L Retain three (3) years. !
112 directives created, received or sent under jurisdiction
of public office.
Retain until Paper
superseded by a Electronic
Records Retention Schedule: A form used to identify UF.) y
ADM- . . revised retention
the length of time a record must be retained before .
113 schedule, or until

final disposition.

record series is no
longer maintained.
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ADM- | Financial Disclosure Statements & Joint Legislative and Retain 2 years, then Paper.
114 Ethics Commission "JLEC" Statements destroy. Electronic
ADM- Until no longer useful Paper
Mail and email - Unsolicited . i
115 (no RC3 required) Electronic
ADM- . . -
116 Records Destruction Documentation Indefinite Paper
Until no longer of
ADM- . . L . .
117 Intranet, Internet and Social Media web pages administrative value, Electronic
no RC-3 required
Until no longer of Paper
ADM- L . . . administrative value Electronic
Sign-in sheets, registrations for workshops, webinars.
118 but no longer than 1
year.
ADM- . Until no longer of .
Contact names and lists L . Electronic
119 administrative value.
ADM- Copies, photocopies, extra copies Until no longer of Paper.
120 pIes, p pIes, P administrative value. | Electronic
ADM- Until no longer of Paper
Draft- all media . . i
121 administrative value. | Electronic
ADM- Until superseded
Disaster Recovery or Business Continuity Plan ! Electronic
122 ¥ ¥ obsolete or replaced
Until after event has
taken place, postin
ADM- Content on Cleveland Arts Events.com including arts P . P & .
. . . ) has expired or no Electronic
123 events, job postings and artist profiles.
longer of
administrative value
Paper
. . Electronic
Research records or information gathered from a .
ADM- . N Until no longer of
variety of sources to learn about events, legislative . .
124 . administrative value
actions, programs.
Paper
L . . Until no longer of Electronic
Speeches and Presentations including written or ! . g'
ADM- . . . administrative
recorded materials distributed when presenting to a .
125 . . value/appraise for
group concerning the operations of the agency. . .
historical value

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




Ohio Historical Society

State Archives of Ohio
v Local Government Records Program
l 800 E. 17 Avenue
Columbus, Ohio 43211-2497

Date Reviewed:

Form Scanned:

For State Archives - LGRP Use Only

Retain until audited by Paper
Auditor of State and Electronic
L audit report is
FIN-100 | Annual Budget Appropriation released and all
discrepancies are
resolved.
Retain until audited by Paper
. . Auditor of Stat d Electronic
Internal Audit Reports: Audit reports and work papers ua °.r or>ta e'an
. . . audit report is
FIN-101 | created by an agency's internal audit committee or
o Lo . released and all
similar functioning unit. . .
discrepancies are
resolved.
State Audit Reports: Copies of audit reports issued by ) Paper
FIN-102 the Auditor of State. Retain ten (10) years. | glectronic
Retain for three (3)
Banking Documentation - Including records of deposits, years after audited
FIN-103 | periodic statements of balance, cancelled checks and and after audit report Paper
reconciliations documentation. has been released by
the State Auditor
Until superseded or
FIN-104 | W-4 Form I} sUpersea Paper
employee terminates
Paper
Retain for three (3) P .
; Electronic
years after audited
FIN-105 | W-2 Form and after audit report
has been released by
the State Auditor
After conclusion or Paper
termination of Electronic
contract, retain for
th 3 ft
FIN-106 | Administrative Service Contracts ree'( ) years after
audited and after
audit report has been
released by the State
Auditor
2 years after
FIN-107 | Insurance Policies/Bonds expiration provided no Paper
active law suits.
Retain for until Paper
GRA-100 | Grant panelist forms and/or data. obsolete, superseded | Electronic
or replaced.
Materials created and/or submitted with eligibility 1 vear after end of Paper'
GRA-101 | check process including the PDF or other documents y Electronic
. grant cycle
generated as part of this process.
Narrative or written portion of application, including Paper
. 3 ft d of .
GRA-102 | goals, for the grant cycle submitted by funded years atterend o Electronic

organizations .

grant cycle
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GRA-103 Narrative or written portion of reports submitted by 3 years after end of Paper.
Grant Recipients. grant cycle Electronic
Arts/Cultural support materials submitted with 1 year after end of Paper

GRA-104 licati d | Electronic
applications and/or reports. grant cycle

Paper
GRA-105 Organizational support materials submitted with 3 years after end of Electronic
applications and/or reports. (Not included in GRA-104 ) grant cycle
GRA - . 1 year after end of .
Calculations of grant award amounts Electronic
106 grant cycle
Non-eligible Applicant Files: non-eligible intents to Retain 2 years from Paper'

GRA-107 | apply, eligibility checks and/or applications and application date. No Electronic
corresponding eligibility documentation. RC-1 needed.

3 years after Paper

. . lusi Electroni
GRA-108 | Service Contracts related to Grant Programming conc. uspn °r ectronic

termination of
agreement

. Paper

Retain for 3 years Electronic
after audited and after
GRA-109 | Grant Agreements audit report has been
released by the State
Auditor
No longer
in use
Retain for a period of
Federal Grants Files and Reports 3 years from the date Paper
GRA-111 | Includes electronic and paper files associated with of submission of the Electronic
Federal grants. final Federal Financial
Report
Retain for the
. . durati f
Personnel records (includes applications and uration o
. .. . . employment. Destroy Paper
documents relating to hiring, promotion, demotion, .

HRE-100 . S . two (2) years after Electronic
transfer, reduction of force, dismissal, compensation, resienation
performance of training.) See HRE-102 . g !

termination, death or
retirement.

HRE-101. Health Plan Applications: Includes employee benefits Active+ 1 year after Paper'
for health, dental, and disability end of employment Electronic

HRE-102 Personn'el Employment H|§tory: reFord of serylce time, Permanent Paper
salary history, retirement information and waivers.
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3 years after date of
hire or 1 year after

HRE-103 | I-9 Forms L Paper
termination,
whichever is later.
Search Committee Records: Job postings, lists of
candidates, final report, resumes, or any other 1 year after position is | Paper/Ele
HRE-104 . . ) .
documentation submitted or used by the search filled ctronic
committee. (not hired)
HRE-105 | Position Descriptions 2 years after revised Paper'
or updated Electronic
. . . . One year after Audit is
Time-keeping Documentations- time sheets, requests
HRE-106 . complete and Paper
for time off
released
. - 6 months (no RC-3 Paper
HRE-107 | Unsolicited Resumes/Applications required) ( Electronic
. . Paper
HRE-108 | Employer OPERS contribution retirement reports 5 years .
Electronic
Documents Submitted to Enroll in Benefit Programs 1 year after
HRE-109 (changing, i.e. FSA) documents are Paper
gIng, 1.e. updated
7 years after
HRE-110 | Workers Compensation Claims termination of Paper
employment
HRE-111 | PEDACKN forms for OPERS > years from date of Paper
completion
. . ) 5 years after case is
LEG-100 Records related to legal claims against an office and closed and appeals are | Paper

subsequent legal actions and court proceedings

exhausted
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