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RECORDS RETENTION SCHEDULE (RC-2)- Part 1 
See instructions before completing this form. Musi he submitted with PART 2 

S e c t i o n A : L o c a l G o v e r n m e n t U n i t 

C i t y o f C a n t o n L a w Department 

( L o c a l Government E n t i t y ) 

( S i g i ^ l ^ ^ f Respons ib le Off icial) 

( U n i t ) 

Joe Martuccio L a w Director 9 /6 /2017 

( N a m e ) (Tit le) (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 

C i t y o f C a n t o n R e c o r d s C o m m i s s i o n 3 3 0 - 4 3 8 - 4 1 8 4 

218 C l e v e l a n d A v e . S . W . 
(Telephone N u m b e r ) 

C a n t o n 4 4 7 0 2 S t a r k 

( A d d r e s s ) ( C i t y ) (Z ip C o d e ) 

h a v e this form returned to the Records C o m m i s s i o n electronical ly , include an email address; 

j o h n . h i p h m a n ( 5 l c a n t o n o h io.gov 

( C o u n t y ) 

I hereby certify that o u r records c o m m i s s i o n met in an open meeting, as required by Sect ion 121.22 O R G , and approved the schedules listed on this 
form and any continuation sheets, I further cert i ly that our c o m m i s s i o n w i l l make every effort to prevent these records series from being destroyed, 
transferred, or otherwise disposed o f in violation o f these schedules and that no record w i l l be k n o w i n g l y disposed o f w h i c h pertains to any pending 
legal case , c l a i m , act ion or request. T h i s action is reflected in the minutes kept by this c o m m i s s i o n . 

(lAAAAAAAAy- fill I 17 
R e c o r d s C o m m i s s i o n C h a i r Signature Date 

S e c t i o n C : O h i o H i s t o r y C o n n e c t i o n - S t a t e A r c h i v e s 

Signature T i t l e Date 

S e c t i o i t i P l A u d i t o r o f S t a t e , 

Signature T i t l e Date 

Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission retain a permanent 
copy of this form 
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2 
See instructions before completing this form. 

(Local Govemmeni Entity)City of Canton (Unil)Law Department 

0 ) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
L G R P 

(6) 
R C - 3 

Required 
by 

L G R P 

1 
C i v i l L i t i g a t i o n l O y r s P a p e r 

2 C i v i l L i t i ga t i on containing 
settlement 

P e r m a n e n t P a p e r y 

/ 
V 

3 Income T a x C i v i l Cases H o l d u n t i l 
sat is fact ion 
or d i smissa l 
f i l ed , then 

destroy (no 
R C - 3 

r equ i red ) 

P a p e r 

'—1 

4 Income T a x C i v i l Cases B o l d u n t i l 
sat is fact ion 
or d i smissa l 
f i led , then 

destroy (no 
R C - 3 

r equ i red ) 
5 Copies of T a x Del inquent L e t t e r s 3 y r s P a p e r 

6 C l a i m s A g a i n s t the C i t y S y r s P a p e r 

Releases for Sett lements P e r m a n e n t P a p e r 
\y 

8 C i t y C l a i m s for P r o p e r t y Damage U n t i l pa id 
or no longer 

collectible 

P a p e r 

9 Copies of Adopted Ord inances S y r s P a p e r 

10 Copies o f W i t h d r a w n / D e f e a t e d 
O r d i n a n c e s 

1 y r P a p e r 

11 M a s t e r Copy of Codi f ied 
O r d i n a n c e s f r om C o d i f i e r 

P e r m a n e n t D i s k / C D -
R o m 

S A O - / L G R P - R C - 2 ( P a r t 1 & 2 ) , R e v i s e d J a n u a r y 2 0 1 7 
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2 
See instructions before completing this form. 

( L o c a l G o v c m m c n i E n l i t y ) C i t y of Canlon ( U n i t ) L a w Department 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
L G R P 

(6) 
R C - 3 

Required 
by 

L G R P 

12 
Sub jec t /Depar tment F i l es 10 y r s P a p e r 

13 L a w Director L e g a l Opin ions P e r m a n e n t P a p e r y 
y 

14 I n f o r m a t i o n a l Copies H o l d unt i l 
no longer o f 

a d m i n . 
V a l u e , then 
destroy (No 

R C - 3 
requ i red ) 

P a p e r 

15 
G e n e r a l Inves tment Notices H o l d u n t i l 

no longer of 
admin . 

V a l u e , then 
destroy (No 

R C - 3 
requ i red ) 

P a p e r 

16 Copies of P u r c h a s e ordersA^ouchers H o l d u n t i l 
no longer o f 

admin . 
V a l u e , then 
destroy (No 

R C - 3 
requ i red ) 

P a p e r 

1—1 

17 C r i m i n a l I n t a k e F o r m s 4 years P a p e r 

1 
I S C o m m u n i c a t i o n s - T r a n s i e n t -

Conveys in format ion of t emporary 
importance i n l ieu of o r a l 

communicat ions ( i .e . draf ts meeting 
notices, etc.) / R e f e r r a l letters , 

requests for rout ine in format ion or 
publ icat ion(s ) prov ided to the 
publ i c by an agency w h i c h a re 

answered by s t a n d a r d f o rm letters. 

U n t i l no 
longer of 

admin . 
V a l u e 

P a p e r / E l e c 
t ronic 

S A O - / L G R P - R C - 2 ( P a r t 1 & 2 ) , R e v i s e d J a n u a r y 2 0 1 7 
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Section E: RECORDS RETENTION SCHEDULE {RC-2) - Part 2 
See instructions before completing this form. 

( L o c a l Government E n t i t y ) C i t y of Canton ( U n i t ) L a w Department 

0 ) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
L G R P 

(6) 
R C - 3 

Required 
by 

L G R P 
19 Communica t i ons - G e n e r a l -

Request for in format ion perta in ing 
to interpretat ions and other misc. 
inqu i r i es ; in format ive - does not 

attempt to influence policy. 
I n c l u d i n g copies of outgoing 

correspondence mainta ined for 
reference purpose. 

2 y r s P a p e r / E l e c 
t ronic 

20 Communica t i ons - E x e c u t i v e -
Correspondence of the head and 

executive staf f o f an agency deal ing 
w i t h signif icant aspects of the 
adminis t rat ion of the agency. 

Inc ludes in format ion concerning 
agency policies, procedures , 

p rograms , f i sca l and personnel 
matters , etc. T h e policies, 

procedures , p rograms , f i sca l and 
personnel matters , etc. w i l l be kept 

accord ing to the ir appl icable 
records series. 

5 y r s ; f i le 
w i t h re lated 

record(s ) 
series i f 
content 
requires 
longer 

retention 
per iod 

P a p e r / E l e c 
tronic 

2 1 Prosecutor Hear ings requested by 
L a w E n f o r c e m e n t 

4 y r s P a p e r 

L 

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


