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STATE AND LOCAL
GOVEFiNMENT RECOFIDS

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this fc)rm.

Section A:  Local  Government Unit

City of Canton
(local govemrnent entity)

Water Reclamation Facili
(unit)

tkfrokeed:±:#"ii                  Ttrra""J,."            8ThH#rmcm         lto#,I-

section B., Records Commis8]on

a+_   cc`vi_iQ \\o-L\\8-L\

?ELc,,cL,aH#-{n-,£,wh             +,!pichFnunir'&i:rrty+(address)

To have this fomi  returned to the Records Commission electronically, include ari email address: whno|,`)

Records Commission Chair Signature                                                                                                                                                                    Date

apV

Section C:  Ohio Hlstorlcal  Socioty . State Arclilves.    ,^ /a/n/,7
lgnafure

PI®aso Note:    TIie State Archlvos rotalns RC-2 foms permanently.
It ls stroncIlv recommended that .he Fe®cords Commlsslon rotoln a Dermanent coDy or this form
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ection  E: Records Retention Schedule

Citv of Cthton
tlocal goverrmenl entlty)

Water Reclamation  Factll
(un�

pagej2"fI

(1) (2) (3) (4) (5) (6)
Schodulo Record Title and  Description Rotontion Media Type Foruse by RC.3
Number Period Auditor ofStateorOHS-LGRP RoquirodbyOHS-LGRP

17-ll Industrial Waste Coritrol  Documents Untilsupercoded Paper I
I
I
I
I
I
I
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Section A:  Local  Government Unlt

"        Include the name of the munictpallty, county, town§hlp, schoo"lbrary, or special taxlng disth.ct (local government entity) for whlch
the form ls being submltted.

"        Include the  unit(department,  agency, office), Ifapplicable.
"       The departmental official dlrectly responslble forthe records must slgn and date the form.

Section B: Records Commisslon

"        Complete the phone nLimberand malllng address forthe Records Comml§sion. including the county.
I       To have this form returned to the Records Commlssion electronically, include an email address.   ltis the responsibility ofttie

F`ecords Commlsslon to forward an elecfronl.c or paper copy orthe approved tom lo the appropriate department.
"       The Records CommissicJn Chalrperson must sign the ceruncatlon statement before lt can be reviewed and signed at the ohio

Historical Society by the Local Government Records reproseri!ative. and approved by the Auditor of State's office.

S8ctlon  C: Ohio Hlstorical Society -State Archives

"       The reviewing agent from ohio Hlstorical Society Local Gov8mment Records Program (OHS-LGRP) will Indicate on your RC-2
whlch  records son.es will requlre a  Cortlficate of Records  Dlsposal (RC.3) prior to dTspo§al.

"       Theywlll sign the form and forward ltto the AudltorofState's office.

Section  D: Auditor of State

"       Ttie approving agenlatthe AudltorofState's office will sign the tom and return lt to the OHS-LGRP.

Sectlon  E: Records  Retention Schedule

1 )     Schedule numbers can be expressed by a year and item numbering scheme for each records son.es being scheduled. for
example. 09-1  and 09-2.   Another option  ls to include a  unlque abbreviated identifier for each office, for example,  Eng.
[Engineer] 1, Eng. 2, etc.  The numbering schema ls your cholc6, and lt will b8 used later on your Certificate of Records
Dispesal (RC-3).

2)      Include the t"e of the records sen.es and a brief descrlptlon of each series.   Please provlde informatI.on abctut the content and
use of the records sen.es.

3)     Arfu.ciilate a retenb.on pen.od for the record in terms ortlme (exp+ six years), an action (exp. untll aud'ited), or both (six years after
audl,).

4)      Include the formats of the recc)rd (paper,  electronlc,  microfilm, etc,)
5)      For use  by the Auditor of State or the OHS-LGF{P.   OHS-LGF`P will rna.rk the records son.es that will need an RC-3 prior to

disposal.

GENERAL INSTRUCTIONS:

-              For questions related to records scheduling and dlsposltlon, OHS-LGRP: (614) 297.2553 or at localrecs®ohiohislof`7.ofa

-     TT#e&Th22A8#g:£mdiitdii##:E::+ifTg#Z#iT3TELilt3It#4¥3#9:Sa::;:&'#£JT4antitngin
districts),14g.411  (libraries),149.412 (speclal ta>tlng  districts) and  149.42 (townships) for the  composltlon  of your records
commlsslon.  Your records commission completes secfron B and sends the form to OHS-LGRP at:

localrecs®ohlohistoiv.om    oR           The ohio Hlstorical Society
State Archlves of ohio
Local Government Records Archivist
800 E. t7th Avenue
Columbus, Oil 43211-2497

The OHS-LGRP Will review this RCL2 and forward ll to the Audltor of State's Records officer, Columbus.

This RCL2 is in eifect when all signatures have been affixed to hi  OHS-LGRP `wh return a copy of the approved tom to the
F`ecords Cclmrhisstion.  The local records commlsslon and the origlna(ing office should retain permanent copies of the form to
doc;umen[ legal disposal or public records.

Remember, at least 15 Business days before you intend to dispose of records, submit a Certificate of Records Disposal (RCL3) to
the OHS-LGRP.   Copies of RC-3s \wlll not be returned.

SAO/LGRP-RC2-(lnst.)  Revised  February 2012


