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OHIO HISTORY CONNECTION 
P a g e 

JUN 2 3 2017 

of 

STATE AND LOCAL 
GOVERNMENT RECORDS 

RECORDS RETENTION SCHEDULE (RC-2)- Part 1 
See instructions beforD completing this form. Must be submitCGd with PART 2 

S e c t i o n A; L o c a l Government Unit 

City of Canton - DMV (Division of Motor Vehicles) 
(Local Government Entity) 

(Signature of Responsible Official) 

(Unit) 

Don Heatn - Superintendent 
(Name) (Title) (Date) 

S e c t i o n B: R e c o r d s C o m m i s s i o n 

l t .Kt ,OlUS V - U l l l l l l l i S I U I I 

(Telephone Number) 

( E l i y j (Z i [ j C u u t s j ( C u u i r i y ; 

To have this form returned to the Records Commission electronically, Include an email address: 

i hereby certify that our records commission m e t in an open meeting, as required by Section 1 2 L 2 2 O R G . and approved the 
schedules listed o n this form and any continuation sheets. I further certify that our commission will make every effort to prevent 
these records series rroni being destroyed, transferred, or otherwise disposed ot in vioiatton ot these s c l i c U u i e ^ ai lU u tar i l u 1 e e u i u 
will be knowingly disposed of w h i c h pertains to any pending legal case, claim, action or request. This action Is reflected in the 
minutes kept by this commission. 

Records C urnfrlssfGA Chalryfi iwiatu^ j ,/TBlTwl2 A— 6 Zzil / 
S e c t i o n C : U h l o History G o n n e c t i a n - S t a t s Archivws 

UZC::).^ ( j t : o ' c i > W ! T 4 ^Cc^^'ZiS r 
Signature Title Date 

l i e c j i Q j i u : Auditor ot state ^ 

iu 
Ptease Note: T h e Slate Archives retains RC~2 f o r m s permanently, it Is strongly r e c o m m e n d e d that t h e R e c o r d s 

C o m m i s s i o n retain a p e r m a n e n t c o p y o f this form 

S A O - / L G R P - R C - 2 (Part 1 & 2 ) , R e v i s e d J a n u a r y 2 0 1 7 



Section E; RECORDS RETENTION SCHEDULE {RC-2) - Part 2 
See instructions before completing this form. 

(Local Government Enlily) (Unit) 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor o f 
State o r 

L G R P 

(6) 
R C - 3 

Required 
by 

LGRP 

DMV-1 Equipment Maintenance Records Life of 
Equipment 

E - File • 
DMV-2 Annual Budget 5 years • 
DMV-3 Material Safety Sheets Until 

Superseded • 
DMV-4 Vehicle Maintenance Records Until Vehicle 

sold 
E - File • 

DMV-5 Vehicle Mileage Records Until Vehicle 
sold 

E - File • 
DMV-6 Fuel Usage Records 3 years E - File • 
DMV-7 Training Reports Until Obsolete 

or Replaced • 
DMV-8 Manuals 5 years Paper • 
DMV-9 Purchase Orders 3 years Paper • 
DMV-10 Employee leave use Balance 

Reports 
5 years Paper 

Electronic • 
DMV-11 Overtime and Comp time Reports 2 years 

Paper 
Electronic • 

DMV - 12 Employee Evaluation Performance 5 years Paper 
Electronic • 

DMV-13 
Employee Sick Leave & 

Vacation Balance 
Update 

Continually 
Paper 

Electronic u 

DMV -14 Inventory List 3 years 
Paper 

Electronic • 
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2 
See Instructions before completing this form. 

(Local Government Entity) (Unit) 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(S) 
For use by 
Auditor of 
State or 

LGRP 

(6) 
RC-3 

Required 
by 

LGRP 

DMV-15 
Correspondence 

(Routine form tetters) 
1 year Paper • 

DMV - 1 6 Correspondence (General) 2 years Paper • 
DMV -17 Correspondence 

(with legislative branch) 
5 years Paper • 

DMV-18 Correspondence (Executive) 5 years Paper • 
DMV-19 

Email 
Retain In individual accis for 3yrs 
Retain on administrative back up acct for 10yrs 

3 years 
10 years 

Electronic • 
• 
• 
• 
• 
• 
• 
• 
• 
• 
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