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Section E: Records Retention Schedule
city of Canton

Page of

Income Tax Department

———

(local govemment entity)

(unit}

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

OHS-LGRP LGRP

84-01 FINAL RETURNS 7 yrs Paper/domputer -

84-02 Del Tax Remittance 7 yrs |Paper/cgmputer 0

84-03 Estimated Tax 7 yrs Paper/ccrnputer O

84-04 Witholding Remittance 7 yrs Paper/c%mputer N

84-05 Bank Deposit Slips 7 yrs Paper/PJper 0

84-06 Posting Recap 7 yrs |Paper/cdmputer .

84-07 Cash Report 7 yrs |Paper/cqmputer -

84-08 Refund Vouchers 7 yrs |Paper/cdmputer O
84-09 Business Reconciliation 7 yrs Paper/c?mputer

d

84-10 Correspondence 7 yrs Paper/tsze/computer 0

84-11 Purchase Orders 7 yrs Paper/cdmputer -
84-12 Refund Check Register 7 yrs Paper/comuter

U

84-13 Misc. Cash Receipts 7 yrs Paper/cpmputer O
84-14 Del. Account Records 7 yrs Paper/domputer
84~-15 1099G 7 yrs Paper/domputer
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Ohilo Historical Society
State Archives of Qhio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohlo 43211-2497

Records Retention Schedute
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(local govemment entity)

(unit)

(1) 2) (3 (4) (5) (8)
Schedule Record Title and Description Retention Media For use by RC-3
Number Period Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
84-16  |Audio record of monthly income Tax 1 year Digital File
Board of Review meetings 0
84-17 Security video feed of Income Tax Dept. | 30 days* |Digital File
* If there is a security event, video record will be tranjsferred to magnetic meffium. O
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