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O H I O O H I O H I S T O R I C A L S O C I E T Y 
^ ^ ^ ^ ^ ^ STATE ARCHIVES OF OHIO 
nVgj|Vn LOCAL GOVERNMENT RECORDS PROGRAM 

S E C T I O N E : R E C O R D S R E T E N T I O N S C H E D U L E 

City of Canton 

800 E. 17™ AVENUE 
COLUMBUS, OHIO 43211-2497 

P A G E 2 O F 6 

Building Maintenance Department 
(LOCAL GOVERNMENT ENTITY) (UNIT) 

( 1 ) 
S C H E D U L E 

N U M B E R 

( 2 ) 
R E C O R D T I T L E AND D E S C R I P T I O N 

( 3 ) 
R E T E N T I O N P E R I O D 

( 4 ) 
M E D I A 
T Y P E 

( 5 ) 
F O R U S E B Y 
A U D I T O R O F 

S T A T E O R 
! O H S - L G R P 

( 6 ) 
R C - 3 

R E Q U I R E D 
BY O H S -

L G R P 

B M - 0 1 Accident Report (Employee injury and/or 
Motor Vetiicle Accident Report) 

Personne l F i le 6 Y R S 
(Provided No Action Pending) 

Paper 
and/or 

Electronic 

(-

• 
B M - 0 2 Annua l Departmental Budget 5 Y R S 

Paper 
and/or 

Electronic 

1 • 
B M - 0 3 

Annua l Employee Leave U s e / B a l a n c e s 
Report (Department Head Copy) 5 Y R S 

Paper 
and/or 

Electronic • 
B M - 0 4 Annua l L e a v e U s e & B a l a n c e s Report 

(Department Head Copy) 4 Y R S 
Paper 
and/or 

Electronic • 
B M - 0 5 Application for Employment 

(Department Head Copy) 
Until No Longer 

Administratively Needed Paper • 
B M - 0 6 Attendance Repor ts /Records 3 Y R S 

Paper 
and/or 

Electronic • 
B M - 0 7 

Bi-Weekly Report of Leave U s e and 
B a l a n c e s 

Until Incorporated in 
Annual Leave Ba lance 

Report 

Paper 
and/or 

Electronic • 
B M - 0 8 Bids - Success fu l 8 Y R S After Completion 

of Project 

Paper 
and/or 

Electronic • 
B M - 0 9 Bids - Unsuccess fu l 2 Y R S After Letting of 

the Contract 

Paper 
and/or 

Electronic • 
B M - 1 0 

Blank Fo rms (includes Employee Payroll 
Forms, Accident Report Forms. Partial Payment 
Vouchers, Fund Transfer Forms. Templates, etc.) 

Until Obsolete or 
Superseded 

Paper 
and/or 

Electronic • 
B M - 1 1 Biuepr intsA/el lums 

Until Obsolete or 
Superseded 

(Appraised for Histoncal Value) 

Paper 
and/or 

Electronic 

B M - 1 2 Budget Preparat ion Documents 
(Working Papers) 4 Y R S 

Pape r 
and/or 

Electronic • 
B M - 1 3 

Bulletins, Pos ters , and Notices to 
E m p l o y e e s 

Until No Longer 
Administratively 

Necessa ry 

Pape r 
and/or 

Electronic 
• 

B M - 1 4 Commendat ions, Promotions 
(Department Head Copy) 

Purge 2 Y R S After 
Termination 

. . 

Paper 
and/or 

Electronic 
• 

REVISED SEPTEMBER. 2017 



O H I O O H I O H I S T O R I C A L S O C I E T Y 
H I s T 0 K Y STATE ARCHIVES OF OHIO 

L O C A L GOVERNMENT R E C O R D S PROGRAM 

P A G E 3 O F 6 

800 F. 17™ AVENUE 
COLUMBUS, OHIO43211-2497 

( 1 ) 
S C H E D U L E 

N U M B E R 

( 2 ) 
R E C O R D T I T L E AND D E S C R I P T I O N 

( 3 ) 
R E T E N T I O N P E R I O D 

( 4 ) 
M E D I A T Y P E 

( 5 ) 
F O R U S E B Y 
A U D I T O R O F 

S T A T E O R 
O H S - L G R P 

( 6 ) 
R C - 3 

R E Q U I R E D 
BY O H S -

L G R P 

B M - 1 5 
Continuing Educat ion Certif ication/ 
C !ass /Sem ina r /T raining Attendance 
Reco rds 

P lace in Personne l Fi le 
Paper 
and/or 

Electronic • 
B M - 1 6 Contracts and Agreements B Y R S After Expiration or 

Termination 

Paper 
and/or 

Electronic • 

B M - 1 7 

Communicat ions - Transient -
C o n v e y s Information of temporary 
importance in lieu of oral 
communicat ions (i.e. drafts meeting notices. 
e(c.j/Referral letters, requests for 
routine information or publication(s) 
provided to the public by an agency 
which are answered by standard form 
letters. 

Until No Longer 
Administratively Needed 

Paper 
and/or 

Electronic • 

B M - 1 8 

Communicat ions - Genera l - Reques t 
for information pertaining to 
interpretations and other 
misce l laneous inquiries: Informative -
does not attempt to influence policy. 
Including copies of outgoing 
correspondence maintained for 
reference purpose. 

2 Y R S 
Paper 
and/or 

Electronic • 

B M - 1 9 

Communicat ions - Execut ive 
Correspondence of the head and 
execut ive staff of an agency dealing 
with significant aspec ts of the 
administration of the agency Includes 
information concerning agency 
policies, procedures, programs, f iscal 
and personnel matters, etc. T h e 
policies, procedures, programs, f iscal 
and personnel matters, etc wilt be kept 
according to their appl icable records 
ser ies . 

5 Y R S Fi le With Rela ted 
Record (s ) S e r i e s If 

Content Requ i res Longer 
Retention Period. 

Paper 
and/or 

Electronic 
• 

B M - 2 0 Delivery S l ips /Pack ing S l ips 2 Y R S Paper • 
B M - 2 1 Disaster P lans 

Until Updated or 
Superseded 

Pape r 
and/or 

Electronic • 
B M - 2 2 

Employee Per formance Evaluat ion 
(Department Head Copy) 5 Y R S 

Paper 
and/or 

Electronic • 
B M - 2 3 

Employee S ick L e a v e and Vacat ion 
B a l a n c e s 
(Department Head Copy} 

Continually Updated by 
F i sca l Office Until 

Emp loyee Terminates, 

Paper 
and/or 

Electronic • 
B M - 2 4 Equipment Inventories 3 Y R S 

Paper 
and/or 

Electronic • 
REVISED SEPTEMBER, 2017 



O H I O O H I O H I S T O R I C A L S O C I E T Y . 

^ ^ ^ ^ ^ ^ STATE ARCHIVES OF OHIO 
|HPg|VR L O C A L GOVERNMENT RECORDS PROGRAM 

P A G E 4 O F 6 

800 E. 17™ AVENUE 
COLUMBUS, OHIO 43211-2497 

(1) 
S C H E D U L E 

N U M B E R 

(2) 
R E C O R D T I T L E AND D E S C R I P T I O N 

(3) 
R E T E N T I O N P E R I O D 

(4) 
M E D I A 
T Y P E 

(5) 
F O R U S E B Y 
A U D I T O R O F 

S T A T E O R 
O H S - L G R P 

(6) 
R C - 3 

R E Q U I R E D 
BY O H S -

L G R P 

BM-25 Equipment Maintenance Records Life of the Equipment 
Paper 
and/or 

Electronic • 
BM-26 

Equipment Records - Persona l U s e 
I tems (IE. Tools, Weapons. Uniforms, Etc.) 

Until Equipment is 
Returned by Employee 

Pape r 
and/or 

Electronic • 
BM-27 Execu t i ve Orders 

Until Superseded , 
Obsolete, or Rep laced 

Paper 
and/or 

Electronic • 
BM-28 Fixed A s s e t s Report 10 Y R S Pape r • 
BM-29 Facs im i le (Fax) 1 Y R 

(Treat as Correspondence) 

Paper 
and/or 

Electronic 
• 

BM-30 Fue l U s a g e Records 3 Y R S 
Pape r 
and/or 

Electronic 
• 

BM-31 
Genera l Orders, Direct ives, Pol ic ies, 
R u l e s , Regulat ions, or Procedures 

Until Superseded 
(Retain One Copy Until 

Audited) 

Paper 
and/or 

Electronic 
• 

BM-32 Gr ievance Hearing Reco rds 
(Department Head Copy) 1 Y R After Reso lved 

Paper 
and/or 

Electronic • 
BM-33 Individual Employee Leave Ba lance 

(Department Head Copy) 

Purge 2 Y R S After 
Terminat ion (Provided No 

Outstanding Balances) 

Paper 
and/or 

Electronic • 
BM-34 Invo ices and Supporting Documents 3 Y R S 

Paper 
and/or 

Electronic n 

BM-35 Job/Posi t ion Descript ions 
(Department Head Copy) 

1 Y R After Superseded 
Paper 
and/or 

Electronic • 
BM-36 Labor Union Agreements 

(Department Head Copy) 
15 Y R S After 
Termination Paper • 

BIVl-37 
L e a v e R e q u e s t s - All T y p e s 
(Sick, Vacation. Overtime etc. as Department 
Head Copy) 

3 Y R S (Provided Balances 
Journalized) 

Paper 
and/or 

Electronic • 
BM-38 L i c e n s e s , Permits, Certif ications 1 Y R After Expiration 

Pape r 
and/or 

Electronic • 
BM-39 Manuals , Handbooks, & Direct ives 

Until Superseded , 
Obsolete, or Rep laced 
(Retain One Copy for 5 YRS) 

Paper 
and/or 

Electronic • 
BM-40 Manuals , Handbooks, & Direct ives 

Until Superseded , 
Obsolete, or Rep laced 
(Retain One Copy for 5 YRS) 

Paper 
and/or 

Electronic • 
REVISED SEPTEMBER. 2017 



O H I O O H I O H I S T O R I C A L S O C I E T Y 

STATE ARCHIVES OF OHIO 
SjO^jVR L O C A L GOVERNMENT RECORDS PROGRAM w 800E. 17™ AVENUE 

COLUMBUS, OHIO 43211-2497 

Audited means: the years 
encompassed by the records 
have been audited by the 
Auditor of State and the 
audit report has been 
released pursuant to 
Sec. 117.26 O.R.C. 

P A G E 5 O F 6 

( 1 ) 
S C H E D U L E 

N U M B E R 

( 2 ) 
R E C O R D T I T L E AND D E S C R I P T I O N 

( 3 ) 
R E T E N T I O N P E R I O D 

(4) 
M E D I A 
T Y P E 

( 5 ) 
F O R U S E B Y 
A U D I T O R O F 

S T A T E O R 
O H S - L G R P 

( 6 ) 
R C - 3 

R E Q U I R E D 
BY O H S -

L G R P 

B M - 4 1 Material Safety S h e e t s Until Superseded 
Pape r 
and/or 

Electronic • 
B M - 4 2 Memoranda U s e Cor respondence 

Retention Per iods 

Paper 
and/or 

Electronic • 
B M - 4 3 O S HA Logs/Reports 5 Y R S 

Paper 
and/or 

Electronic 
• 

B M - 4 4 
Overt ime and Compensatory T i m e 
Authorization 
(Department Head Copy) 

2 Y R S 
Paper 
and/or 

Electronic 
• 

B M - 4 5 
Overt ime and Compensatory T i m e 
Repor ts 
(Department Head Copy) 

2 Y R S 
Paper 
and/or 

Electronic 
n 

B M - 4 6 Pay- In Records 3 Y R S 
(Provided Audited) Paper • 

Property Inventories 3 Y R S 
Paper 
and/or 

Electronic • 
B M - 4 8 P u r c h a s e Orders (Copies) 

Until No Longer 
Administratively 

Necessa ry 
Paper • 

B M - 4 9 
Records of Disciplinary Action 
(Department Head Copy) 4 Y R S 

Paper 
and/or 

Electronic • 
B M - 5 0 Reco rds Retention Documents 25 Y R S 

Paper 
and/or 

Electronic • 
B M - 5 1 Reference/L ibrary Materials 

Until Superseded , 
Obsolete, or Rep laced 

Paper 
and/or 

Electronic • 
B M - 5 2 Requisi t ions 3 Y R S Paper • 
B M - 5 3 Rosters/Director ies 

1 Y R after Superseded 
or Obsolete 

Paper 
and/or 

Electronic • 
B M - 5 4 Te lephone M e s s a g e s 

Until No Longer 
Administratively 

Necessa ry 

Paper 
and/or 

Electronic • 
B M - 5 5 Training Mater ia l /Lesson P lans Until Superseded 

Paper 
and/or 

Electronic • 
B M - S 6 Vo ice Mail 

Until No Longer 
Administratively 

Necessary 
Electronic n 

REVISED SEPTEMBER. 2017 



P A G E 6 O F 6 
O H I O H I S T O R I C A L S O C I E T Y 
STATE ARCHIVES OF OHIO 
LOCAL GOVERNMENT RECORDS PROGRAM 

600 e. 17™ AVENUE 
COLUMBUS, OHIO 43211-2497 

( 1 ) 
S C H E D U L E 

N U M B E R 

( 2 ) 
R E C O R D T I T L E AND D E S C R I P T I O N 

( 3 ) 
R E T E N T I O N P E R I O D 

• ! ( 5 ) ' 
(A) F O R U S E B Y 

M E D I A A U D I T O R O F 
T Y P E S T A T E O R 

O H S - L G R P 

( 6 ) 
R C - 3 

R E Q U I R E D 
B Y O H S -

L G R P 

B M - 5 7 Vouchers (Copies) 
Until No Longer 
Administratively 

Necessary 
Pape r • 

B M - 5 8 Warrant ies 2 Y R S After Expiration 
Paper 
and/or 

Electronic j • 
B M - 5 9 Work Orders 

1 

2 Y R S 

I 

Paper j • 

O H I O 
H I S T 0 K Y 

REVISED SEPTEMBER. 2017 


