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RECORDS RETENTION SCHEDULE (RC-2L Par( 1
See ingtructioac before conapleting ihlsform. Must be subrnltted with PART 2

Sectlon A: Local Govemnent Uz[lt

Pngeiof§

Sectlom B: Records Comin(solon

City ofCanton 3304384184

(telephone "mber)

218 ClevelandAveSW      Canton 44702                                      Stack
(address)                                       (city)                                               (Zlp code)                   (county)

To have this forth retuned to the Records Commissiori electronically, I'nclude an emall address:

john.hif!hman@cafitonohio.£ov

I hereby certify that our records commission mct in an open meedng, as required dy Section  I2l .22 0RC, and approved the
schedules listed on this form and any oorfuuation Sheets.  I further cerdfy that our commission will make cvapr effort to proven(
theserecords series from being destroyed. transfroed, or otherwise diapased of in violation ofthese schedules and that ro record

fa#~REL7#-y¥/mZ/TBdy~or¬Th-I©Dde
Seetlon C: Ohio Hlstory Coni)ectlon - State Apehlves

Slgnafure

AudJtor ofState

/us 2.
Sigmture Title

Please Nate:    The SSate Ar¬l.hles retains RC-2 fiorms I.ermanently.
IL ls strongly recommended that die Records Commisslor. retain a perm.onerrd! copy ofthisfiorm

SAO-rfuGRP-RC-2 (Part 1 & 2), Revrsed August 2014

Dale



Page 2of6
Section E:   RECORDS RETENTION SCHEDULE (RC-2)

See iuslructlous bofore completing thisi;orm.

C'ty    f C|ity oT i,anton tngineering LJepartment, CiW and TratficDMsions
(I) (2) (3) (4) (5) (6)

Schedule Record Title and Descriptlon Retention Period Medi| For use try RC_3
Number Type Auditor ofStateorIJGrm RequlJ.edI,yLORE

E1
Achal Phctograph8 Uatit apernded, then apJmise forhiwhcalvaltrd Paper E/

E2
Bridge Plus Life of Bridge Paper E/

E3
Budge Inspection Rqurts Hre ofBridge Paper H/

E4
Change orders 15 years after completion ofprojcot(phceincojectfi]G) Paper r|

E5
City F'ropaties File/City Zoning Maps Permanent Paper E-

E6
ConrmorsI Preveilifug Wngf Rccoids 5 year15yearsifrclatedto orofect filog Paper I

E7
Day Bocksthgpcx;tcm Legs 3 years15yeatglfrelatedto project l'iles Paper I

E8
Fedend Prajcot Files 15 years after compledon ofproject(placeinprojectfilet Paper E/

E9
House Number Record Perrxpncat Paper E/

E10
Jot' oners 3 ycaTS Papcf I

Ell
Maintenance orders 2 years Pqu I

E12
Project Files (Conincts, spcoI.rication§, changes) orders, 15 ye8r9 after compk#ion ofprojeet, Paper E,progrcas reports, purchflse orders, grant files, then assess for his(orical velug

corresoondencc. etc.)

E13
Stem/Sanitary Sewei. AS-Built Rex:.nds Permnent Paper

E14
Sower Testing Rt3cords 5 years Paper I

E15
Special Assessmenl8 Rcoord 3 year after frol pryment mper L

E16
Blucpiints, Mylar9, Vcuums, thawhgsLTracingr

Life ofinfrostrqot`ue, then appraiseforhistoricalVIlue
Paper E,

E17
Haul Tickets 3 ycaIB total/evenifrelatedto8oroieet file) Paper I

E18
Proposals for Street lmprovment Until approved or proposal ngeeted Paper I

E19
Sewer Rquir Sheets 10 yens Pape,. I

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

Aud ited means:   the years encompassed  by the reCOres have
bee rl  aud'ted by the Auditor of Stete andtheaudlt reI.or' has
beenre leased pursLtantto See.117.26.O.R.C.



Section E:   RECORDS RETENTloN scHEDuLE (Rc_2)Page 3°f6
See irestructtone bofore completing lhisfiorm.

fCa  t|Ity oT canton [ngineering L)ePartment, uW and Trattic Divisions
(1) (2) (3) (4) (5) (6)

Scliedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor ofStateorLGRI| RequiredbyLGRT

E20
Sircet righting:   Jha8cSsment Records UIml pridoff

Paper IPedtion8 3 years
Pole Locatioas upti] edLc8

E21
Street opening Permits Pertrmen{ scud capy(nooaoerrctentitm} Digltal I

E22
Strect Repair Cost &\rmmo/ Rcoord 3 years Paper I

E23
St" RepairRecords 3 yeafg Paper I

E24
Tmffic Sndy Files Until superseded, thinassess forhistoricalyalue Paper

Ll+

E25
Audit Reports:   internal, Federal, Auditor of State 5 years paper I

E26
Bid  Bonds.     Successful Bidder Retain until acoaptance ofprojcct

Paper IUnsuccessful Bidder
perforrmce bondReturnafterDroieetawarded

E27
Bids:     Suceessful 8 years after expintian includinganywarrantyperiods2yearsafterexpiationincludinganywanantvoenods

Paper IUnsuccessful

E28
Pay-ln Records/SLxporting Dooument8tion 3 ycafg Paper I

E29
storm/sanitary sewer pemjt9 3 year (paper), thch PerTrment4Scannedcopy Paper/D,git8l I

E30
Purchase orders/Requisit`omE/hvoiees

3 ycar8 after cxpintton includinganywarrantyperied8;8yearifrehatedtoprojectfilefroLudinf!anywarrantyPeriods
Paper I

E31
Ded and E8sements Pemment Paper E/

E32
Activity RcpDrts 2 years Paper I

E33
Employee Performance EvaluBlion 5 year Paper I

E34
Payroll Records: Employee Time

3 ycara Paper ICards/Attendance/Leave Rcque8t8
/Sick, Vacation, Ovchc` etc)

E35
Record ofI)isciI)linary Action 4 years Paper I

E36
Persome] File/Reeord6

Purge 2 3tca" after emptayee loavesmunicipalservice.HRtoreuinperrmanentrecordofservit>ctime,anlaryhistory,leavesbalances.taxespaid,trfugnalionlctLer,retironentirLformndonandwan.vas
Paper I

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

tClll

lJl     lted means:   the years encompassed  by tha  I-ecord§ have
been audited by the Auditor of State af`d the audlt report has
beer' released pursuant to See. 11726,a.R.C.



Page 4of6
Section E:   RECORDS RETENTION SCHEDULE (RC-2)

Seeinstructions bofore completing tIliSfarm.

City of Canton Engineer.ing Department, CMl and Traffic Divisions
(I) (2) (3) (4) (5) (6)

Schedule Recot.d TIt]e and Descriptlon RetelttioiI Period Media For use by RC-3
Number Type Auditor ofStateorI.GLur RequiredbyI_GRI,

E37
Accidcat Reports I'hee in Perrormel File Papc, IEmployee Injny Reports

E38
Damage to Municipal Vch{e[e or Property 6 years provided no action pending Paper rl

E39
Armual DepndmeritaL Budget 5 years Paper I

E40
Annunl Dcparrmcntal Report Prmanent Paper I!

E4l
Administratiye Contracts and Agreernent§ 15 years after expiation ortoninat]on Paper I

E42
Correspendencc:     Gerieml 2 years Paper ILegi§hative 3 ycaIS

Executive 5 yearsAll15iieafsifJelated to I)i\ojeer files

E42-a
Emril CofTespondence:     AI] enaiis within the Cfty of 5 ycas Ete¥fronic iCanton eimil servo System

E42-b
Text & Teleedione Mc8snge ConesJ)ondence: Kay until ndministratively Elcctrom.c LAll teift messages a telephone messages relflting to Ct'ty unnc¬estry

ofCanton business

E43
Grant Files/Reeord§:      Fodenl & State 5 ycarg15yeaT8ifrelatedto orojeet files Paper I

E44
tlcenscs, Permits, C`crtification8 I year after expiation Paper I

E45
Matcri8l Safely Data Slicet8 Uniil Superseded Paper I

E46
Minutes ofMeetings (Amroved Hardcopy) F-ent Paper

E47
PrcENews Releases 3 years Paper I

E48
ProJ.ee(s Plans/hawiiigstAs Built Life ofprojco¬, then assess forhistoricalVIlue Paper r.

E49
Receipts/Receipt Bocks 3 yeus F'lF,t= I

E50
Records Rctcntion DOouments Permnent Paper I

E51
sutv       g-FieldNotes Pequnent Paper Er-

E52
Annexation Case Files and Record P-neat Paper Er

SAO-thGRP-RC-2 (Part 1 & 2), Revised August 2014

Aud'ted  mcaris:   the years encompassed  by the eCOrds  llaVe
been audlted by the Audltor of State and the audlt  rePart haS
been reIe'aset[ pLirsuant to See.117.26.a .R.C-



Page 5 of6
Section E:   RECORDS RETENTION SCHEDULE (RC-2)

See inetructiorls bofbre`camp(eltng !fds for.in.

city ot Canton  Ertgineering Department  CMl and Traffic Divisions
(1) (2) (3) (4) (5) (6)

Schedule Record Title and De8c-rlption Retention Period Media For use l'y RC-3
Number Type Auditor ofStateorI.GRT RequiredbyLGRI|

E53
Jlouse Service Rccut6

P-|1en£ Paper
L!

House NumbenJ]g Record
Street NIme-Chance Record

E54
Street/AIIey Vacation Case Files Pelmanen( Paper

in,
E55

Subdivision Files Fczmanent Paper E,
E56

Transportndon Research Files 10ycard, then 8s8es for historicalvahae Paper E
E57

Property Records (Deeds. RI.ghtof-Way, Amexatious. Pcmrmefit Paper
Vacations, Basements)

E58
Sidewalk Licensc8 5 years Paper I

E59
Sidowak Pemts 3 years Paper r|

E60
SI'dewalk Contracts 5 years Paper I

E61
Ccrtilic8tc of LJability ln8`mnce - tsB`Led 1  yen past expint!on Paper I

E62
hventory Until revised Pal,er I

E63
Parking Meter Collection Rcpat8 3 year PapcT I

E64
OUPS Slips (Ohlo tJtility Protection Service-request 2 years Paper Ifor utihties to tie marked before contmc¢on dig)

E65
Photo File- includes Prints, Slides, Nqgatiyes, 3 yeafi!, then assess hI`stoncal vahie A]'

Trmsparenofes, Tape Reels, Videce, and related 15 years ifrclated to project files,
photographic items then assess for historical value

E66
Compliance Reports (all types) 5 years Paper I

E67
Meeting Notes (See.  12122 0RC) 2 years Paper I

E68
Phats & Maps Permanent Paper ir

E69
Disaster Plans Unt]l upchted or superseded Paper I

E70
Fuel Usage Rcpert 3 years Paper r|

E71
Equiplrmt Leses 2 years after expintion paper I

SAO-/LGRP-RC-2 (Part i & 2}, Revised August 2014

Audlted means:   the  years encompaseed  by the records have
beer' audited by 1:he Aud]tar of State and the @udlt repor( has
been re leased pursuant to See. 117.26.a.R.C.



Page 6 of6
Section E:   RECORDS RETENTION SCHEDULE (RC-2)

See instructions beJ;ore_completing Ibis form.

City of Canton  Engineering Department, Civil and Traffic Divlsions
(1) (2) (3) (4) (S) (6)

Schedule Record Tltle and I)escription Retentlon Period Media For use by RC-3
Number Type Audltor ofStateorLGRP RequlredbyLGRP

E72
Work orders 2 ycan Paper rJ

E73
Ctotxplain,g 2 years P8PCr I

E74
£mployce Sick I.cave & Vacation Balances 3 ycar3 Paper I

E75
Jobmosidon Dcscrip`ions I  yen after supaseded Paper I

E76
Special Sew/er AuthoJrfuion9Hook-upe Pcrmmen[ Paper E/

E77
Test Borirlg Record Perrment Paper E/,

E78
Scwcr Tap Records Perrmen( Paper

r|     +

E79
Ufoan  Forcso)r Ri8k Assessment Files: foms, picturt3, 3 years (paper), then P8Pffl/ H/corrapondence. invoices. peyments,Jpay-ins, lieu Perrrmnent seared col)y Digiol

rcouests

E80
TTee Contractors Ljceai8es 5 ycas Paper I

E8l
Zoning Site Pho 3 yens   (Zoning Depi to retain-entrecords) paper I

E82
Tmvel Req`iests/ExpcSise Reports 3  years Paper I

I
I

_ I

SAO-/LGRE-RC`2 (Part I  & 2), Revised August 2014

Add ited ineans:   the years  encompassed  by tlie reeords have
been audited by the Auditor of Slate and the audit repon has
been re'easod pursuan` to Sec. 117.26.a.R.C.



Amanda Rindler

From:
sent:
To:
Cc:

Subject,
Attachments:

John  Highman  <J.ohn.highman@cantonohio.gov>
Thursday,  March  22,  2018  3:59  Pin
Local  Government Records  Program

Christopher Hardesty
City of Canton  RC-2  Submission  (3-22-18)

City of Canton  Engineering  Department 3-22-18.pdf

To Whom It May Concern,

I am witing as the Secretary ofthe City ofCanton Records Commission.  Attached is an RC-2 fom that the
City of Canton would like to submit for review and approval.  This was approved by the City Records
Commission at today's meeting (3-22-18).  Please do not hesitate to contact me ifyou need additional
infomation.

Sincerely,

John

John  in.  Highman, Jr.,  CPPB
Director of Public Service
office of the Mayor
218 Cleveland  Ave SW, 8th floor
Canton, OH 44702

tel:    330-438-4305   fax:    330-489-3282

®O

THE CITY oF
CANTON
THOMAS EL BERNABEI, MAYOR


