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(Local Government Entity) (Unit)

) (2 3) 4) (5) (6)
Schedule Record Title and Description Retention Period | Media Type For use by RC-3
Number Auditor of Required

State or by
LGRP LGRP
Annexation Case Files — All department F— /
CED-101 :n:'odnnation regarding theh annexatlon' of any Permanent ancllalzr
ands or properties into the municipality's . | 'a
jurisdiction Electronic
Demolition Records and Files - Information and e
CED-102 Records regarding the demolition of structures 5 years after Pa
within the municipality paid for directly with completion of anglz: m/
Department of Development Funds - These project Electronic
records of departmental only - Official Demolition
Files are kept in another department
Street/Alley/Right of Way Vacation Case Files - Peper
CED-103 All Department Information regarding the Permanent an:/zr /
vacation of right of ways within the municipality's Electionic m’
jurisdiction
Zone Change Files - All Department Information Paner ]
CED-104 regarding the changes of zoning within the Permanent a n;/or P
municipality's jurisdiction Electroric Q
Planning Commission Meeting Records, Pacér -
CED-105 Agendas, Minutes- All Department Information Permanent anc‘l)/zr
regarding the official meetings of the Canton City Electroni
Planning Commission i
Zoning Site Plans - Official Site plans for the Paper ,
CED-108 zoning districts within the city. Permanent bl o
Electronic m/
Permanent until
CED-107 Edward "Pee!" Coleman/Southeast Community scanned, or 15 years '
Center Records and Files - All Department after the property, m £
Information regarding all business conducted for, | Building, and/or
at and about the named Community Center. This | longer under the
will include any and all documentation regarding municipality's Paper
ownership. and/or
management, and Electronic
or administration,
then appraise for
historic value and
administrative
necessity.
Program Project Files for Residential Rehab, ]
CED-108 Rental Rehab, Furnace Replacement, HOME, 5 years past the o—
CHDO, Down Payment Assistance, Emergency affordability period anglzr
Rehab, Emergency Repair, RMP, HRP - All or repayment Elsdtiohic
official and departmental records and information | period of the Audi
regarding the named programs contract udited means] the vears
Department Payroll Records - Departmental en co \ ~
CED-109 records regarding employee actions in regards to Paper h ompasgcd,p Y the I'»COI}C!S
time off, overtime, comp time, and anfy and all 5 y;:ierz.bprovided sl aye been audited qﬂ.he
other factors involved in the payroll of department | au y state s ‘H Chmé
employees. These records are kept with another Electromﬁu _'tor of Statgand the
department officially audit report hag been
released pursugnt to
Se¢. 117.26 O.R

c.d |

SAO-/LGRP- RC-2 (Part | & 2), Revised January 2017



Page 3 of 5

RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.

Section E:

(Local Government Entity) (Unit)

1) (2) (3) 4) (5) (6)
Schedule | Record Title and Description Retention Period | Media Type For use by RC-3
Number Auditor of Required

State or by
LGRP LGRP
Special Project Files - Departmental and/or 15 years after the
CED-110 official records of any or all special projects the completion of the Paper
department facilitated, administered, managed, project, then and/or [ D
or was involved in. appraise for Electronic
historic value
Building and Site Plans - Official and/or Residential and
CED-111 Departmental Drawings showing a general Commercial - 5
overview or technical specifications of any or all years after D
construction. remodel, rehabilitation, completion of
development, or any of the like that would require | project or Binay 2} p
official drawings. These projects are any the construction, then P
department has facilitated, administered, appraise for historic and/or'
managed, or otherwise been involved in. value. Municipality Electronic
Owned - Life of
structure, then
appraise for historic
value Arielitnd] prnasbaes $lam azm rs
Closed P.O.'s - Departmental copy of original T R s I g
@ CED-112 Purchase Orders and documentation of draws encompasseg by e records
o from 5 years, provided y e :
the purchase order that does not constitute their auydited R Paper have been aydit y the
own project file. These records are officially kept Ef‘f;?r/:’_ Auditor of State and th
b ectronic )
o R audit report has been
released purguant to
Executed Contracts - Departmental Copy of 5 years past the SO ’ X
CED-113 original affordability Paper oec. 117.26 ﬁ"R'c'
executed contracts for various projects of the period or andlor D
department. These records are also kept within repayment period Electronic
other departments. of the contract
Economic Development Loan and Project Files - | 15 years after the
CED-114 Department and/or official copy of any and/or al! expiration or
projects that are considered an economic termination of D
development loan, grant, or funding of a like the loan or project, Paper and/or
project, or a project considered to assist or deal then appraise for Electronic
with the economic development of any or all historic value
portions of the municipality.
OBSOLETE, no
5 an Renewal Files - Obsolete Program retention, appraise e
e e W e for historic value Paper and/or [D/
Electronic
Community Development Reports - Reports and
CED-1186 Data pertaining to the projects, outcomes, 10 years and Until
demographics, effects, and other such administrative m/ 2
information of use that is collected and reported value, appraise Paper and/or
from projects or undertakings that directly or for historic value Electronic |
indirectly impact the community development
efforts of the municipality.
3 Housing, Land Use, Population, Demographic, 10 years and Until )
C, CED-117 and other Special Studies - Any and ail research | administrative 7
or studies that will, were, or could be used for value, appraise Paper andlor m
any or all development efforts or any other for historic value E? freiri
projected effort within the municipality. pauanNc
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(Local Government Entity) (Unit)

(1) 2 3) (4) (5) (6)
Schedule Record Title and Description Retention Period | Media Type For use by RC-3
Number Auditor of Required

State or by
LGRP LGRP
Acquisition Project Files - Departmental and/or 15 years after the "
CED-118 official records of any land acquisition directly or | completion of the -
indirectly related to any or all projects the project, then Paper and/or m/
department participated in. appraise for Electronic
historic value
Relocation Project Files - Departmental and/or 25 years after
CED-119 official records of any project involving the completion of the >
relocation of any party in the process of any or all | project, then Paper and/or D/
projects the department participated in. appraise for Electronic
historic vaiue
Research Files - Departmental files containing ]
CED-120 research information on any and all topics that
may have been brought to the attention of any 5 years, appraise B
department employee or associate. These files for historic value Paper and/or
are for projects or topics that may have never Electronic
come to fruition, and were maintained for
informational purposes only.
@' HUD Records - Departmental Records pertaining
CED-121 to the actions, findings, decisions, guidance's, or 10 years past the
any other information from or of the US completion of the Paper and/or
Department of Housing and Urban Development | project, provided Electronic
as it may pertain to the Department or City. historic value l!,l'_"xi{'f!d means: the yea S
Prevailing Wage Records - Departmental PN C,Dm,..da?)ﬁ‘ by tHe
CED-122 Records showing the compliance of local, state, 15 years. _aue bhoe iteg BY
or federal regulations regarding the payment of provided audited PE?:;?;’,/OT have been ayd =
prevailing wages on projects where required. °  lAuditor of Stpte
it ranort has been
Declined Project Files - Departmental records of U tto
CED-123 any or all projects that were either declined or | 5 oqr released pursuan
found to not be acceptable for processing for any Paper and/or e 17.26 (o) R_E
number of regulatory reasons. Electronic | Sec. 111.&0 -
Land Disposition Files - Departmental and 15 years after the
CED-124 Official records of all land disposition files the completion of the Paver-andior
department we involved with in any form. project, then EFI,:ctronic E/
appraise for
Special State or Federal Grant Files -
CED-125 Departmental and/or official records of any and
all special grants or funding agreements the city Permanent Pag»:;;n:lor D
enters into other than regular HUD regulated e
funding.
Category 1: Communications — Transient -
CED-126 Conveys information of temporary importance in Until no longer of
lieu of oral communications (i.e. drafts, meeting | administrative value D
- notices, etc.) Referral letters, requests for routine Paper and/or
C ) information or publication(s) provided to the Electronic
g public by an agency which are answered by
standard for letters.
|
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(Local Government Entity) (Unit)
() (2) 3) @) () (6)
Schedule Record Title and Description Retention Period | Media Type For use by RC-3
Number Auditor of Required
State or by
LGRP LGRP
Category 2: Communications: General — Request
CED-127 for information pertaining to interpretations and 2 years Paper and/or
other misc. inquiries; informative — does not Electronic D
attempt to influence policy. Including copies of
outgoing
Category 3: Communications: Executive —
CED-128 Correspondence of the head and executive staff 5 years (file with Paper and/or
of an agency dealing with significant aspects of related record(s) Electronic D

the administration of the agency. Includes
information concerning agency policies,
procedures, programs, fiscal and personnel
matters, etc. The policies, procedures, programs,
fiscal and personnel matters, etc. will be kept
according to their applicable records series.

series if content

requires longer

retention period.

C,

O 0o oo |0 0o @o;o |0 oo
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