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See inslruc!lous befiore completing this form.  Must be `sulimitled with PART I

Section A:  Local Government Unit

City of Canton                                                                                                                                          Couiicil omcc

Section  B:  Records Commission

orCantoli Records Commission                                                                                                                                          330-438-4184

(telaphone number)

'q¢urCanton                                                     44702                                          Stark2]8 Clevelnd AvB.  S.W, [tt`-
(address) (city)                                                          (zip code) (county)

To have this fom retumgd to the Records Commission electronically,  iilclude an email  address;

iol`In.hiqhrilan®cantonohio.f!o`r

I hereby certify that our records commission met in an opei` meetmg, as required by Section  ]2l `22 0RC,  and appro`/ed the
schedules  listed on this form and any continuation sheets.   I  further certify that our coTnmission win make every effort to prevent
these records series from beir`g destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record

Records Commission Chair Signature

Section C:  Ohio History Conmcction -State Archives

rxpmAL~2eo'fli M~       '2:erZS"
H:a-ir:e -Nole:   The Stale Archives reialns RC-2 J;orms per;;;;enlly. It ls strorlgty recommended lhal tfle Records Co:~:if:sslon

relaln a perml.er.I copy oftillsform

SAO-/LGRP. RC-2 (Pat  I  & 2),  Revised August 2014



paBerfe£ i

Section E:  RECORDS RETENTION SCHEDULE (RC-2) -Part 2
See instructions be!fore completing this i;arm.

aty of Canton                                                                                           Council office

(local  goveTTimen( entity)                                                                                                                                               (unit)

(I) (2) (3) (4) (S)
Schedule Record Title and De§criEltion Retenlion Media For use by
Number Period Type AudJtor ofStateorLGRP

Council- Council Meeting Agendas All  Digltfll + Digital &

1 Pr¢8ent andLastYearHardcoDy Paper

Council -2 Council Meeting Notiees 1 Year Paper

Minutes ofMeetings Permanent Digital &Paper

Council _4 AV Recordings ofMeetings 1  Yca|. Digital

Council -5 Council Minutes Index & Journal Permanent Digital &Paper

Council -6 Ordinance Index & Journal Permanent Digit8l &Paper

Council -7 Ordinances Permanent Dlgltal &Paper

Informal Resoluti6ns Permanent Digital &Paper

Council -9 Liquor Licenses (Approved) 3 Years Paper

Council -10 Liquor Licenses (Denied) 1  Year Paper

Council -ll Councilmember Files Term oromcc+IYc&r(Appr.ireIIl§lorlcllVllue) Paper

Council - Correspondence/ 2 Years+ Paper
12 SeeC]ickFix Reports CDrrcnt Year

Council -13 ADnual Departmental Budget 5 Years Paper

I  council -114 Budget Preparation Documents 5 Years Paper

Council -15 Contracts/Agreements 8 Yes\rs DigI'tal &P8Per

Council - General orders, Directives, Policies, Until Paper
16 Rules, Ref!ulations, or Procedures Superscded

Council - Equipment Leases 2 Years After DlgitaI &

17 Explr.tion Paper

SAO-/LGRP-RC-2 (Part  I  & 2),  Revised August 2014
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Section  E:  RECORDS  RETENTION SCHEDULE (RC-2) -Part 2
See irrs(ructions before compleling lhls form

City of Canton                                                                                                  Council  office

(local sovcmiiicnt entity)                                                                                                                                    (uuli)

(I) (2) a) (4) i(5).    ,__    I «Grf
Scliedule Record Tltle and  Descrli]tlon Retention Media lFor ustlby tRCJ3
Nunber I}eriod Type AuditoTr,or    i.,std(`e,or'IJ`GRP1 Required   ,I,bj,'LCRP(

Council -18 Records Retention Documents Permanent D!gitol &mper I
Council -19 Oaths of office ofElected officials CDuiililmcmbcrFi'co Paper I
Council -20 Photo File Ualll No LoiigerCurrcnl(Appraise11Islon`co'VllIue' Digital &Pal,er I
Council -21 Receiptsnleceipt Books 2 Yez\|. Pal,er I
Council - Financial Reports S Years Paper I22 (Annual)
Council -23 Rosters/DirectoTies 1  Yei]r AfterSuperseded Digital &Paper I
Council -24 Statistical Reports (Annual) 5 Yet\rs Paper I
Council -25 Public Speaks Sign-Up Sheet 1 Year Paper I
Council -26 Committcc Meetihg Minutes Journal 5 Yet\rs Digitfll &Paper I
Council -27 Audit Reports.Internal S Years Paper I
Council -28 Check Registers\Stubs\Carbons 2 Years Paper I
Council -29 Invoices and Supported Documents Z Yet\rs Digital &F'aper I
Council -30 Pay-In Records 2 Years Digital &Paper I
Council -31 Petty Cash Record 2 Yet\rs "gitfl' &Paper I
Council -32 Purchase orders 2 Years Digital &Paper

r|
Council -33 Sales Tax Records 4 Yca\l.s Paper

LJ

I

SAO-/LGRP-RC-2 (Part  I  & 2),  Revised August 2014
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Section  E:  RECORDS  RETENTION  SCHEDULE  (RC-2) -Part 2
See inslrucllous before cornpleling lhis i;arm.

City of Canton                                                                                                 Council office

(local  govcmmcnt entity)                                                                                                                                       (unit)

(1) (2) (3) (4) 'S, -'®'

Schedule Record Title and Description Retention Media ForiuSe.Itry "      lRC|3       l

Number Period Type "Aridl(oI 6r.'sti;fe'6,ILG'RP  I
; ;RequI`red   '-lt)yLGRP,

Council - Payroll Record 3 Years Paper I34 oronthly)
Council -35 Zone Change Requests S  Yelr|(ProyldcdNoAc(louisPcnd'nE' Papet. I
Council -36 Community Deyelopmcnt Reports Unlll No  LongeroI`AdmtnI.tri.tiycValue Paper I/
Council -37 Annexation Records Permanent Paper

DI
Council -38 Personnel Files 2 Yc.r] ^fl.IEznplo,..Termirii.aPur¬.Er(nncouRe{ond..R.trlnRct'rcmcn'Wilver|ServlceR.cordL.ndLc.vcBad.aces Pal)er I
Council - Application for Employment Personnel Paper I39 urired) F`ilc

Council - Application for Employment 1 Year Paper I40
IINot Hired)

Council -4] Jobmosition Descriptions I  Year AfterSuperseded Dig',to' &Paper I
Council -42 Employee Sick Leave/Vacation Balances Milntaincd inHR:Y.arlyB®lnnccI.inPcrsonn.IFile Paper I
Council -43 Disciplimry Records PersonnelFile Paper I
Council -44 Letter ofResignation PersonnelF`ile Paper I
Council -45 Daily Logs 2 Years Digital I
Council-46 E-mails S Yet\rs Electronic

LJ

SAO-/LGRP-RC-2 (Pat I  & 2), Revised August 2014
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Section  E..  RECORDS  RETENTION SCHEDULE (RC-2) -Part 2

See inslructione before completing lllis I;arm.

City of Canton                                                                                                     Council  Office

(local govcmmcrit entity)                                                                                                                                       (unit)

(1) (2) (3) (4)
_-_    ;(5)

i(6)        `_
Schedu lc Record "tle and Description Retel]tion Mcdi8 F0riuSe{by     I RC.3      ,
Number Period rtype Auditor a.Ilstote,0lLGRP JRequlred   II,byLGRP

Council47 Voicemail Until  Ilorouonablcrorc9.cab`en.c.ls'ty.xlslToridmlnlstmtiy.opcradonor.hconce.ImI,ortlntmci!&8c!in.dwlth.pproprla'.recordgroupDnDcpt.r.cordRe'cotioDSclicdulc. Electronic I

I
I
I

SAO-/LGRP-RC-2 (P8Jl  I  & 2),  Reyjscd August 2014
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