
f'orm RC-l

SCHEDULE OF RECORDS RETENTIOT.I AND DISPOSITION

{1} TO, Columbiana Countv Records Commission 330424-1471 Telephone Number

,=r-ii* ij r*ri-,=.t' liFl:,:I, ::,,,,,,

{ t,.-'. tr,
I .: ra:

(2) FROM: Columbiana Countv Depafiment of Job & Famrly Servrces
subdivision name)

- 6-r- C[** *I*[^ il- 6t1
(signalure of (name)

{3) CERTIFICATION: I hereby certify ihal our records commission met in an open meeting, as required by Section 121.22ORC, and passod lhe
retention schedules contained on ths form and any crrnttnuation sheets" I furlher cerlify that our commission will make every effort to prevenl
these record series from being desboyed, lransfened, or oth€nrise disposed of in violation of this schedule and that no record will be knowingly
disposed of which pe&ins l0 any pending case, claim, actron or request. Further, any microfilm replacing a record listed on this schedule will
conform to ANSI slafldards. This RC-2 was approved on JQ -" lf-:- 1A - * - as reflected by the minutes kspl by this commission

Chairman, Records Commiseion

(4) Subjsct to seleciion upon receipt of a
Certificate of Records Disposal (RC.3): (7s,*_*,,,1! oll ,'*. I I / -? 

,", / '*
Date

SEPART TE Ei{TR'ES ST'OUI D tr 
'TADE 

FOR RECORDS WTH MORE f HAN ONE MEDIA TYPE

Sclnduhl*unkr

llr-l1,1

lH.tl.le

tM.l1.2

JFS Case Files - Active with no
overpayments (GA, PRC, OWF,
AOC, TANF, Worl Activity,
Msdicaid, Food $tamps/SNAP)

JFS Case Filas - Active with no
ovsrpaymonts (GA, PRC, OYtF,
ADC, TAtlF, Work Actlvity,rl
Medicaid, Fod Stampslst{AP) 

]
I

JFS Case Files - lnactive with no
ovemaymenB (GA, PRC, OWF,
AOC, TANF, Work Activity,

Food

JF$ Csee File6 - lnactive with no
overpaymsnte (GA, PRC, OWF,

Oertroy documents more
than Sevsn {7} Yaar* old

Dastroy documsntg more
than Ssven (7) Years old

Three (3) Yaatu After Case
Closed

Thrse (3) Yoars After Case
Closed

Eleclronic

Ir*-":=-
1,,,t-,r-r.
I

I

I

I

I

I

ADC, TANF, ttlork Ac{ivity,
iJledicaid, F ood StampelSNAP)

*-/9-

.-=r Foclbe Ohio Hrstorical

ApprovedbytheohioAudnororstste Y/l* f-
--*--_i".*

For the 0hio Auditor of State

FutlrBAr#dSr*.u

rRcu.trd tttrattr 'l hc rtctn r\ tltrrcd {rn { li\cd ln$daunt {pilpc{. lnp+. vrilco lilnr phil]{r\. rlc i

Elec{ronic



Form RC-2
SCITEDIILE OF RECORDS RETENTION AI\TD DISPOSITION

CONTII\ruATION SEEET
FROM: Columbiana Countv DeDartment of Job & Familv Services tlnit

Page 2 of 19

(political subdivision name)

OIIUF case files (as ot 10.1.97,
TAilF case files ars ldentlflod c
OWF cage llles) Fihs contain
ellglbility documents and vltal
strtisths

OWF case files forwhich a
flnding of recweryof
ovsneymenb hane been made

lM-ll-&e

t$fl.5

(uit)
rRecord mcans: Tho itcm is stortd oo a fixed nrdium (papcr,l4e, vidco, filn1 photoo, ctc.)

TAi{F Case flles (Iomporary
Asslstance for ileedy Families)
Fllos contaln ellglbility
documents and vita! stati{ics
Effec{iYe 10-1.97, ADC flles are
identifled as TANF flles

TAi{F Case flles (Iemporary
Assistanco for Needy Familles)
Fllea contain eligibilig
documentr and Yltal $t*istlcs
Effec{iue 10.1.97, ADC lllss ara
identlfled m TANF fllea

OI{F caee llles (es of 1G1.97,
TAI{F care frles aro identffed a
OWF case fllee) Files contain
ellglbllity documents and vital
rtatistics

Deetroy aftercme has
besn lnactiYe forthree (3)

yearrorafieraudlt. The
mlnlmum rstentbn period
lor adive TANF caree ls
sevsn CIyoaBforall
rocods ucopt original
appllc*lon and vital
datigtic documenb

Oestroy after cre has
bcon inactive fortftree (3)
yeanorilraudit The
minimum robn0on pedod
for rctive TAJ{F cas* le
ewen (7)yenforall
recods except otiginal
appllcation and vital
stdbtic documcnb

Detoy rftercrse haa
bem lnactive lor a
minlmum of throe (3)
years. The minimum
retention pcriod fu r adlve
OWF msllles bEevsn
(4 yoars excefi original
appllcatlon and vlhl

Elesfonic

Do;froy aftercase has
been inactlve for a
mlnlmum of three (3)
yeatl. The mlnlmum
reOentlon period for actlve
OWFcmefilm lssaren
(7) years except original
applicatlon and vltal
st*lstlcs.

Retain for one (l) yoer
after all Iegal actlonc have
been finallzsd or appaale
exhau$ed, findinp paid,
withdrawn orotherwise
resolved

Eleotronic

Prper



lil-{ 1.7.e

ril.i1.8

(political subdivision name)

Ot{F case flhe for which a
findlng of recovery of
ovorpayments have been made

GM)A casefileg forwhich a
finding for rocovery of
overpayment has been made

GAI91 ..r. *ss for wiich a
flnding for recovery of
ovepayment has boen made

llcdlcrld Case filee lor which a
flndlng for recovery of
overpaymenb hare been made

llsdicald Case files forwlrlch a
fnding for recorery of
overpaiyments have been made

Form RC-2
SCHEDTILE OF RECORDS RETENTION AND DISPOSMON

CONTII\ruATION SIIENT
FROM: Columbiana Countv Deraftment of Job & Familv Services

Page 3 of 19

(unit)
*Record mcans: Thc itrm is stored on a fixed nredium (pap€r, tlpc, video, film, photoo, ctc.)

Retaln hr one (f ) year
after all legal ac'tions have
been llnrlhod or.ppoalc
exhausted, llndlngs paid,

withdravn or o0romise
resolYed

Retain for (tlyear after all
logal *lions have been
llnalized or appeale
exhausbd, findingr paH,

wihdrawn of othemlm
rcolved

Retain for (l) year after all
lega! actiom havs been
finalized or appeals
exhrurtod, findlngr paid,

withdraum of otheiliss
nrolved

Rotaln one (l) year afrer
all logal actionc have beqr
flnallzed orrppedr
oxhaudod, fi ndingr pald,

withdrmn orothenrlse
msolved

Ebc'tronic

Electronh

Food StamplSNAP Cam Filee for
which a findlng for recovery of
overpayments has been made

Food StamffiAP Case Filse for
whlch a linding for recovery of
overpayments has boon made

Ret ln one (l) year alter
alllegal actions have beqr
flndlzed or rppealr
exhausted, ffndings paid,
wlthdrawn or otherwise
resolYed

Retain one (l)ycarahr
all legal adhns have been
linallzed or appeale
sxhauded, findingc paid,
wlthdrawn orotherwlrc
remlved

Retain one (l) year after
all legalactions hsve blcn
finrlized or appeals
erhau$ed, fi ndings paid,
withdrawn orotheui*
rcsolved

Elcc{onic

lil.ll{.e Electronlc



Form RC-2 Page 4 of 19

SCIIEI'ULE OF Rf,,CORDS RETENTION AI\D DISPOSITION
CONTIIiTAflON SITEET

FROM: Columbiana Coun8 Deoartment ofJob & Familv Services I Init
(political suMivision name)

tRccord means: The itern is stored on a fixed mediun (paper, tapc, vidoo, Illro" photos, etc.)

lnterim A$iatanco
Relmburgement
RecorddAtromey rcquests fo r
lnteilm Assigtance
Reimbunement

lntorim Assistenc€
Reimburrement
RecodelAtto rney requests for
lntefim Aseistance

(uit)

Three (3)yean frr all
action3, findings,
collecdons or audits

Three (3) yean aftor all
ecffon!, findlngt,
collecllonr or audits

Elestronic

ilt.tt-10

lll-l l-10-e

Itl.]1.1r

lM.ll.ll.e

ili.'r.12

1il.11.12.e

tu.lt.t3

Itork Astivitiec - Workslts
Schedules, lnm{lve Foldert,
Work Orderc & Slte Rosters

Wo* Adiuities - Worksite
Scheduleg, lnrctive Folders,
Work Orderc & Slte Rosterc

Public Assistance, lledicaid, and
Food StampISNAP, Food
Assktance Overpeyment &
Fraud

a.I Roports

b.) Ledger cards, file card lrom
dab paid in full, suspcnded,
weived or recipient deceased or
othenvise reoolved

Public Assistance, Hedlcaid, and
Food Stampl8lrlAP, Food
Aeslstance Ouerpayment &
Fraud

a.) Reporb

b.) Ledgercards, fllo card from
date pald in full, ausponded,
walved or recipient deceased or
otherwlse lesolved

IEVS record dedruction log

IEVS recod destrucllon log

RtS Shoets, Disc & ReportE

Thrcs (3)Yeare

Thme (3!Years

Thruc (3) Years

Seven (7! Yeare

Three (3)Yeaa

Seven [f) Yean

Five (5)Year

Fivc (5) Years

Four (4) Yeam prcvlcled
audited

Paper

Electrcnic

Paper

Electonic

Paper

Electronic

Paper



Form RC-2
SCIIEDIIIJ OF RECORDS RETENTION AI{D DISPOSITION

CONTINUATION SHEET
FROM: Columbiana Countv DeDartment of Job & Familv Services tlnit

Page 5 of 19

iRccord mcans: Thc itenr is stored on a fixed mcdium (prpcr, tryc, video, Iilm, ntnto* otc.l

lit-fi.15

til-fi.r6

It.fl.t7

It.lt-l7e

It-t1.t8

lill-l 1.19.e

RilS Shcetc, Disc t Repoilr

ODJFS {230 (ADC Fnud Actlvlty)

ODJFS 1ff15 (IVES Cost Rqort)

ODJFS 7210 (Ohio Food Stamp
Prognm Inf ormation $atement)

oDJFS 7421
(Claim Ddermlnatlonr)

oDJFS 7424
(Claim Determinations)

Actlve OvspaymenUGlai ms File

Activo OvepaymentlClaims File

Fraudloverpayment lnvectfation
Record with No Findings of
Fraud or Ovupayment Claim

Fraudlouerpayment lnvestgetlon
Record with No Flndings of

Four (4)Yean trovided
audit d

Five (5)Yeam prorided
audlted

Flvc (5) Yean provlded
audlted

Five (5!Yean pmvided
audited

Flve (5)Year prcvided
auditsd

Five (5)Ycars prcvided
audlbd

Retain thee (3) yeen from
dab clomd or one (l)
year after all aclioni,
collec{onr, ffndlngs or
audltr are comfleted
(whidrever is longer)

Retain thruc (3) ycrn ftom
drte clo*ed or one (l)
yos aftor all ac{lons,
collec$onq firilings or
audltr are completed
(whicheverb longer)

Thrce (3)yeans provided
audited

Thm (3)yearc provided
audited

Bectrcnic

Papsr

Paper

Prpcr

Papsr

Elec0onlc

Papcr

EhcUonlc

Electronlc

(political subdivision name)

Receif, Bookr br Overpaymenb

Receipt Books for 0verpaymurtr

Surpended OrerpaymenUClaim

Flve (5) Yearu prcvided
audited

Flve (5) Yean prwided
audited

Three (3)Yearu provided
audihd

(unit)

rit.It.20

rl+fi.2&

rrrr.ll.2t

Papcr

Eledronic

Paper



Form RC-2

ss.fi.5

ss.rr-7

SS.ll.7c

Page 6 of l9
SCIIEDULE OF RECORDS RETENTION AND DISFOSITION

CONTINUATION SHEET
FROM: Columbiana County Dcp4rtment of Job & Family Services Unit

(political subdivision name)ar $urrulvrsron narne) (uni$
+Record means: Thc itcm is srorcd oo a fixed rnedium (pryer, tse, video, film, photos, ac.)

,:ir' l. ;::liT.'q1+i ! rF'.-5'7I':itrlt!$lH;:; i :

.r,"r;;. j,i,t i lilr ;;i1;'i f,rl .;l ;,;,;,. , i;11;s1,i1",;i

Suapended OverpaymenUClaim

Voter Registration trarcmlttal
Forms and Compkiled Voter
Registration Forms

Voter ReghEation bansmittal
Forms and Complded Voter
Registration Forms

E.mailthat has a signiticant
adminiatrative, liscat, legal or
hirtroric value will be coneldercd 

i

a rccord 
i

Prolectlve & Foster Children r

Caee Fllee - Active and I

Terminated 
I

Protective & Fmtor Chitdrsn I

Case Filer - Active and ITermlnated 
I

Protectlve & Foster Chlldren I

Supporting Documents - ftrotos, I

Tapes, CD'e, DVD's 
I

Prot*tive E Foeter Childnn I

Supporting D,ocuments - photos, 
I

Tapss, CD'o, DVD's I

lil-ll-21e

Et-ll.22

It.l1.22.e

It-1{-2&e

ss.fi.t

SS.l{.1*

s$r1-2

S9ll.2.e

l: 

;:I'[i{ jilii;iifd.tt;*:'i,rit+f, 
;{lii*:,

i Three (3)Years provided

I 

audited

I 
rwo Plvearu

Trvo (2) Yeen

Pdnt or Seve;
Erase e.mallwhen no
longer of adminidrative
value

60 dayr after imaged

Permaneat

Twenty (20)years frer
iruestigation has been
clmed

Twenty (20) years after
lnvetlgntlon has been
closed

t;;.

l.:
Elec{rcnic

Paper

Eledlonh

Prpcr

Electronlc

I

s$11.3

s$ll"f

S9ll"1.e

WetfareAdvieory Board

JFS Planning Commitee llinubs

JFS Plannlng Gommittse Minubs

Permanent Hold br
Rwlew Ohlo Hlstorical
Society

Permanent

Pemanent

PUer

Paper

Elsstronic

RC-3 Roquired Dy OHS

RC.3 Required byOHS

Tltle )0( Contrac,t & Vendor
Agreements

Child Care Records - Clients &
Contracts

Ghlld Care Records - Clients &
Contracts

Thrce (3) Yern afier flnd
provlded audited

Thrr (3) Yean after
closulp

Three (31 Yearc aller
clorure

Paper

Paper

Elccbonlc



Form RC-2

S$tl-1i.e

s$11.r2

SS-11.12.e

ss.ll-{3

SS-11-13+

s$11.r4

S91l.l4-e

ss.il.15

ss.ll-16

S$l1.l0e

s$11.r7

S9ll.l7+

Page 7 of 19
SCIIEDULE O[' RECORDS RETENTION AI\'D DISPOSMON

CONTNruATION SHEET
FROM: Columbiana County Department of Job & Famil), Servicss _ Unit

(political subdivision name) (uri|
'Record mcans: Thc itcm is stored ur a fixed medium (popcr, lrpe, vidco, fflrn, photos, clc.)

Fostsr Homo Case Filee

Adult Protec{ive Cae Fitee
lnvectigative Case Fller

Adult Protectlve Case Files
lnvctigative Case Filog

Adult Protec{ive Caee Files

Five (5) Yeatr rf,or
servlce endr

Three (3)Years forAdutb

Threo (3)Yeaa br Adutts

Threo (3) Yers aftsrAdult
ig decered

Three (3) Years after Adult
is deceaeed

Thrce (3)Yeare

Three (3) Yean

Five (5) Yearr provided
audlted

Five (5) Yean provtded
audlted

Flve (5) Yean
Provided rudited

Sh (6)Yern
provided audlted

Slx (6)Yean
provided audited

Adult Protectlve Casc Files

lnformatlon & Referral Sllpe for
food, clothing & shelter

lnfomation & Referralslipc for
food, clofting & shelter

Fedsral Emergoncy ilanagement
Repofis

ODJFS {28i1Tltle xx
PurchacedlDi rest Service

ODJFS 4282 Tttle XX
PurchassdlDirect Service

ODJFS 4208 Non-emorgensy
Transpoilation Roport

oDJFS tn0E Non+mergency
Transport4ion Report

Elec{ronlc

Paper

Elechonic

Paper

Electnrnlc

Paper

Eledronh

Peper

Paper

Elgc{ronic

Paper

Elocfronlc

I'jl: ll,,;i;i:i:i,jirr'l:l'ln:':: j,;:. 
i

Child Care Provlder Recods

CHld Care Providcr Recotds

Chlld Care Provider tnvoiceg

Child Care Provider lnvoices

Adoption Recordr

Adoption Records

FocterHome Cee

Five (5)Yern

Flve (5)Yearu

Five (5) Yean

Five (5) Yean

Sixty (60) Dayc

Pemment

Five (5)Yeeru rftar
genrlco ends

SS.l1.&e

s$lr.9

S$ll-$e

s$i1.10

S$11.10e

s911.fi

Pagol

Elr{rcnlc

Paper

Ehc{mnic

Paper

Electronic

RG-3 Required byOH$

RG8 Raqulrcd byo}ls

RC.3 Requind by OHS

RC-3 Rquircd byOHS



Form RC-2

SS.l1-il0

ss.fi-a

S911-2le

S$1t-22e

ssL.ll.r

SSL-Il-2e

ssL.lr.3

SSL.Il-3e

s{t1.r1.1

ODJFS 4269 Adoptlon Repoil

Program Gasc Rocordr:
Enhanced iledicald
Transportrtion (Elrtt), Pregnancy
Related Servlcee, Healthchek &
Nonrmergencl Transporta0on
(HEr)

Prognm Case Recordg:
Enhanced lledicaid
Trancpoilation (EMT), Pregnanry
Related Servlcas, Healthchek &
Non+meryency Traneportdlon
(NEI)

Records fur WebChock (S${,
Drivere' Llcense)

Records for lilebGheck
(SSll, Drlvers' License)

E-mail that has a signlllcant
adminbtrativq fiscal, legal or
histodc value will be considsred
a rscord

Senior Servicee Caso Flleg
(Active E Terminated)

Scnior Services Case Filrc
(Active & Termlnated)

Senior Ssrvlcea Caoe Fihe
Snpporting D,ocuments

Scnior Servicss Case Files
Supporting Documcnts

SSL Board Mestlng }linuteo

SSL Board Medlng AgerulasssL-lr-5 Paper

Page 8 of 19

SCI{EDULE OT RECORDS RETENTION AND DISPOSMON
CONTINruATION SEEET

FROM: Columbiana Countv DepaffnentofJob & Family SerYices Unit
(political suMivision name) (untD

rRecord mcans: The item is stor€d oo a fixed medium (papcr, tape, vido. filtrtl photos, ctc.)

Five (5)Yearu
provlded audned

Six (6)Yean afrer
contnuous cloours
provided audltsd

Paper

hper

Slx (6)Yean after
continuouo clocure
ptwided audibd

EIcctrcnic

Four (4)Yon provided
audlted

Four (i[Yoan prcvlded

audited

ftint or Savs; e-mall when
no longer of
admlnlatrrtive vdue

Sixty (60) Days aftcr
lnaged

Permanent

Slxty (601 Dayeafts
imaged

Thres (3) Yean afrer death
of partlcipnUcare
clouna

Pcmanent
Hold lor Rwiew Ohio
H!:todcal Soclety

Two (2)Yean

Paps

Eloctronic

Electronlc

Paper

Electrcnh

Paper

Electronlc

Paper



Form RC-2

FROM:

ssil-.fl{

ssL.fl.7

ssL.11{

SSL.Il.9e

ssL.lt.t0

SSL.11.l0e

ssl.fi.1t

ss1.fi.12

ttSL-tl.{2e

ss1.fi.13

ssl.t1.t&

sst.il-14

SSt.ll.14€

ssL-t1.15

(political subdivision name)

SS Lary Gertificdiong
Recolution or Ordinance fiom
Board of Commiselonerc to
Gounty Auditor Requding that
the County AuditorCertifi to the
Board the Total Cunert Tu
Valuation of the Carnty and the
Numbr of Mllls Requircd to
Generate a Specllied Amount of
Revenue

SS Levy Resolutions
l{ritten Modons Consldered by
Boad of Commiscioners
fficlally Documenting Cedain
Acllone

SSL Contrad & Vendor
Agreements

Emall Whhh lhs Signilicant
Administrative, Fimrl, Legat, or
HlstoricalValue

SSL Employee Pertonnel Files

SSL Employee Personnet Files

SSL Tablo of Organization

SSL Purchue Orders

SEL Purchase Ordera

SSL Annuat Budget tnctuding
Preparation Documertailon

SSL Annual Budget lncluding
Preparrtlon Documentation

hocurement lnbrmdion and
BidslProposats

Procurcment lnformation and
Bids/Propooals

SIiL Contncts or Memorandums
of Underfianding wih hoviden
andlor Suh,recipientr and
&rppoiling Documentailon

CO}MITIUATION SHIET
SCIMDULE OT RECORDS RETENTION AND DISPOSITION

rRecord means: The item is slo*d on a fixcd nredium 1papo, tAe vid*, film, phd*, ctc.)

Llle of Lory + One (1) Year

Permamnt in
Commirslonem Joumrl

Thrce (3)Yern after
Agrcement uplrer

Pdnt or saye emall when
no longer of
adminlstntivc valu€

Flve (5) Years after
temlnatlon

Flve (5) Yean after
termlnatlon

Flve (5) Yearr aftsr
amerded

Four (4) Year aftsr
purchare

Four ('l) Yearu after
purchase

Sbdy (60) Dayc rfter
imaged

Permanent

Four(4) Yean

Four (l) Yeaa

Five (5)Yearg

Paper

Electrcnic

Paper

Ehctronic

Paper

Paper

Electonic

Paper

Elec{rcnlc

Paper

Elec0onh

Paper

Page 9 of lg



Form RC-2

FROM:

SSL-It45o

ssL-1t-t6

ssL.rt.t7

csEA-rt.l

CSEA-i1-le

csEA.t1.2

CSEA-i1-2e

csEA.tl4

GSEA-Il-{e

CSEA-Il-se

CSEA-Il6e

csEA.t1.7

Page l0 of 19

SCHEDT]LE OF RECORDS RETENTION AND DISFOSITION
CONTII\ruATION SIIEET

Columbiana County Depa4ment of Job & Family Services Unit
(political subdivision name) (unit)

rRccord means: Thc itcm is storcd m a lixed medium (papcr, tape, vidco, filru photos, ac.)

SSL Conbacts or Memorandums
of Undemtandlng with Ptovlderc
andlo r Suhrecipiente and
Supporting Documentrtion

SSL Fund Repoils

S$L Board tleeting iloticeg

CSEA Cloaed Fileswlth or
without an order

CSEA Glosed Flleg wih or
without an order

COGNOS Repofte and Work Lists

COGIIOS Rsport8 and Work Liats

Five (5)Yean

Sirty (60)Dayr after
lmaged

Two (2) Years

Ihree (3f Year rtter cme,
closss wilh no balanco ol
until otheruuise malntdned

{dlgltrlly imaged) and no
lorqer of administratlve
valus, then defoy

Thrce (3) Yeaa after case
cloee with no balance

Thrce (3)Yean

Threr (3)Yeut

Electonic

Papot

Elrcfonlc

Papr

Elestronic

Paper

Elsctrcnic

Paper

Elec0onic

Electmnic

Elecbonh

Paper

Cashier and Gounty Batch
Reports, Deposit Sllpe, Recelpts,
Bank Statements, and any other
eupportin g documentation
associabd with $e CSEAl{alk-
in Pryment Procesi.

Gashier and County Brtch
ReporE, Deposit Slips, Receipts,
Brnk Statements, and any other
tupporting documerhtlon
assoclated wlth the CSEA tlUalk
in Payment Prooear.

E.mallthat has a eignificant
admlnlstrative, fbc8l, legal or
histodc value will be concldcrod
a rscord

RtlS Sheets and documentation

JFS 07019 (FTlltem Tracking
Log)

Flve (5) Yean provided
audited

Five (5)Years prwided
audited

Print or Saval Enge
e.mailwhen no longcrol
adminishrUvs value

Four (4) Years prcvided
audlted

Five (5!Years



CONTINUATION SIIEET

Form RC-2

FROM:

csEA.lt€

csEA.11.9

CSEA-Il-9+

csEA-fi-10

csEA.t't-11

csEA-t't.12

CSEA.I1.12c

csEA.lt.r3

CSEA-Il.l3e

HR.fi.1

HR.ll.le

HR.r1.2

HR-l1-2-e

HR.1l.3

Page ll of19
SCHEDI]LE OF' RECORDS RETENTION AItiD DISPOSITION

(political subdivision name)
f Rccord means: The item is stored on a fixed medium (pry€r, tec, video, film, pbot6, ctc.)

JFS 7072 {Safeguardlng lRS,
ODT, FPLS and UC infomatton)

JFS 07014 (Tax lnformdion
Safeguarding Authorlza0on
Agreement)

JFS 07011 (Tax lnformation
Safeguard ing Authorizdion

Five (5)Yean

Five (5) Ycan

Five (5) Yean

Paper

Papor

Electronlc

Paptr

Paper

Faper

Elsc'tronlc

Paper

Elcctronlc

Paper

Electronic

Prpor

El*tronic

Papcr

Bectrcnic

Prper

FTlDetruction Log

CSEA Rece$ion Area Slgn ln
Shsots

CSEA Phone Logs

GSEA Phone Logs

Unlt Statistical Reports, Case
Rwiew Sheets

Unit Statigtical Reports, Care
Rwlew Sheets

Employee Leave Request i.e.
Sick Leave.

Employeo Leave Request i.e.
Slck Leave.

Employee lncldent Report

Employee lncldent Report

Employee Payrofi Recordg and
Time $heets

Employee Payroll Records

Employee Perconnel Files

Five (5|Yean

Tvm (2) Yeaa

Two (2)Yearc

Two (2)Yearc

Three (3) Yeas

Three (3) Years

Three (3)Yean prcvided
audit

Three (3)Yearc provided
audft

Two (2)YoaE

Truo (2) Yean

Three (3) Yean aftsr end
of ftscal year prorided
afiitod
Thrce (3) Yean after end
offlecal year pmvlded
audited

Five (5) Yeara after
Termlnation - Purged (HR.



COIYTITruATION SIIEET

Form RC-2

HR.ll-6

HR.ll-6+

HR.l1.7.e

HR.fl{

HR-ll-&e

HR.ll-9.e

HR.l1.$e

BO-t,t.t

BO.l1.1.e

BOri.2

Page 12 of 19

Employee Personnel Fileg

Appllcafl on for Employment
(unsucce*fuUnot hir€d)

Job Dercriptionr

&b Oescriptions

Tabh of Oganization

Employoe Perconnel Action,
Leavs Balancec, Salary History

Employee Personnel Ac{ion,
Leare Balancer, Salary History

Labor Fllec.Rocorda &
Documents Pertaining to Union
llrttora, l{egotiatione,
G rlarancee, Arbitration
Labor Filec.Recor$ &
Documents Pertaining to Union
Mafreru, Negotlatlons,
G rievanctc, Arbltratio n

E mailthet har a significant
admlnlstntive, fiscal, legal or
hlstoric valus will be consldersd
a record

Purchase Orders

Purchaee Ordere

Audit Reporb (Federal, State,
lnternal) and Complhnce
Reporte

Audft Reports (F€d€rat, Stato,
lnternal) and Compliance
Repons

RilS SheetslD lsclReports

Cunent plus one
(oboolde)

Thrce (3)Yeart

Purgcd Penonnol Flle

HR-lf 4)Retaln illnety
(90) Drys after imaged

Puryed PenonnelFile
fiR-rl4) retdn Futy ({0)
Yearc

Ten (,l0)Yeals

Ten (10) Yeare

Pdnt or Save; Enre e-
mail when no longer of
adminidntive value

Four (4) Yean aftcr
audited

Four (4) Yen after
audltod

Five (5) Years

Flve {5)Yean

Four (4lYerc provlded

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

(political subdivision name)
rRccord means: The item is stored on a fixcd mcdium (papr, trye, vidoo, flm. photos, eto.)

r1.E)
Five (5)Ye*s aftcr
Tcrminatlon.Purged (HR.
1r.8€)

Six (6) trlonths aftcr
recelpt

Cunent plur one Paper

Elecbonlc

Paper

Electronic

Elecfonic

Paper

Ebctronlc

Paper

Elec{rcnlc

Eles{ronic

Paper

EMnic

Paper

Electronic

Prpor

BO.ll-2.e



CONTINUATION SI{EET

Form RC-2

FROM:

BO.r1.{

EStl-&e

BGI'l.Se

8G11.6

BGl1.5.e

BGt1.7

BO.1l.7+

80.11.8

BGl1€+

8O.11.9

BOll.9+

BO-lt.t0

BO.ll.lGe

BO.il.t1

BO.ll-11.a

Page 13 of l9
SCHEDULE OF RECORDS RETENTION AND DISPOSITION

(political subdivision name)
*Remrd means: 'Ihe item is storcd on a fixcd mcdiun (paps, t$c, videq film, photoo, ctc.)

audlbd

lnvefiory of Equipment

lnventory of Equlpmant

Annual Budga{e including
prepardion documents

ODJFS 25m (ilaintenance of
Effort CSB Report)

ODJFS 2520 (illaintenance of
EffortIGSB Report)

ODJFS 2750 (CSEA ltonthty
Repod)

OTUFS 2750 (CSEA llonthty
Report)

O{UFS 2820 (CSB llonthty
Repoil)

ONFS 28m (CSB ttonthty
Report)

ODJFS 2f27 Honthly Financiat
Repod

ODJFS 2827 Honthty Ftnanctat
Report

Maintenancs Agtoemsnts and
Service Contncts on Equipment
or Vendors

llaintenance Agreements and
Servicc Contracb on Equlpment
or Vendore

Procurgmont information and
BidslProposals

Procurement lnformdion and
BidrlProposalo

Flve (5)Yearc provided
audited

Five (5)Yean provlded
audibd

Pennanert

Three (3) Yean provided
audited

Thnr (3) Ycan provlded
audited

Three (3) Yem provlded
audlted

Three (3) Yern provlded
audlted

Thtee (3) Yms prcvlded
audited

Thrm (3) Ycrn provldcd
audited

Threc (3) Yearu provlded
audhed

Three (3) Yeart provtded
audhed

Dudng llfe of equlgment
plus One (1)year after
audited

Dudng life of equipnent
plus One (1) yer after
atdited

Four (4) Yean provided
audlted

Four (l) Yeas provlded
audlted

Pap+r

Eledlunlc

Electronb

Papar

Eledtunic

Paper

Elocbonlc

Paper

Elotironic

Papor

Eleetonlc

Electronlc

Eledrcnic



tr'orm RC-2

FROllt:
(political subdivision name)

B0-lr.t2 ODJFS 4290 (FullTtme

BO.11.19+ ODJFS 4280 flV.E Report)
audlted

Yean provided
Elec'tronic

CONTINUATION SIMET

Page 14 ofl9
SCHEDULE Or. RECORDS RETENTION AI{D DISPOSMION

+Recond means: The itom is stored on a fixed medium (paper, ape, vidco, Iirrn, photos, €rc.)

Three (3) Yeaa provided Paper

Thme

BG11-12+

BG,t1.t3

BO.ll.lle

B&fi.14

BGfi.,t5

BS'll.l$e

8O.11.t6

BGll'16.e

BOl1.r7

BGll-17.e

BO.'il.18

8O.11.18.e

ODJFS 4290 (FultTime
EmployeesI

Pay.ln to County Treasurer

Pay-ln to County Treasurer

Recdfl Books

Voucheru for A:clthnce to
Vendors, Reclplents and Sub.
mcipients

Vouchers for Assistance to
Vendorg, Recipient and Sub-
reclpients

Vouchers for Supplies &
Equlpment lnctrdiry ddivcry
sllpe/packing stips

Voucherc for Suppliee &
Equipment lncluding delivery
slipslpacking slips

Building Leaser

Bulldlng Leaees

Gontracls or llemonndums of
Underctanding with providen
andlor Sub.necipients and
supporting documentafl on

Contrac{e of ilemorandums of
Understrnding with provldsrs
andlor Sub.recipients and
euppoillng documentation

Three (3) Yeare provided
audited

Three (3) Yoan prcvlded
audited

Three (3) Year provided
audited

Thtee (3) Years provided
audited

Ihrce (3)Yern provldcd
audlted

Thre (3) Yean prcvided
audited

Three (3) Yearc provided
audited

Three (3lYear prwlded
audited

Five (5) Yeart provided
audlted

Five (5) Yean provided
audited

Flve (5)Yeaa provkted
audlted

Five (5) Yean pffiidod
audlted

Three (3) Years provlded
audited

Ehstonlc

Papor

Electrcnic

Paper

Papor

Electronic

Paper

Electrcnic

Prper



CONTINUATION SHEET

Form RC-2

SCITEDULE OF RECORDS RETENTION AND DISPOSITION
Page 15 of 19

(political subdivision name)
*Record mems: The itilr is storcd o'r a lixed mediurn (papcr, tryc, vidoo, film, photo6, ctc.)

8O.11.20

80.11-2Oe

BO.l1-2t

w.11.n

BO.11.22.e

BO.rl-A

BO.tl-24

BO-11-24.e

BO.t1-25

BO-11-2$e

BO.1r-26

80.11.2&e

00JFS 4281 Chlldren Servlcee

ODJFS 4281 Childrsn Services

Equlpment oporatlng and
malntenance manuds.

Equipment malntenanca, tepalr
rmods; and sewice contracG
for equipment of vendors

Equipment maintenance, repalr
records; and senrice contrac,ts
for equlpment of yendors

Blank Formr (obeolete or
superseded)

Correspondence, Routine Form
Letters

Conrpondence, RouUne Fom
Lefrers

Employce Travel Expenss
Ropona & Travel Authodzdions

Employee Trave! Expense
Repo& & Travel Authorizatione

Expense Records and lnvolces
(paidl

Erpense Records and lnvolcs
(pald)

I Thrce (3) Years provlded
I audited

I

I Three (3) Years provided
I audltcd

I

One (l| Year arfter

equipment is sold,
screpped ordisposed of
(trlo RC.3 requircd)

One (t) Year after
equipment is sold,
scrapped ordispomd of
(t{o RC.S rcquirud)

One (f) Yearafter
equipment ig rold,
scrapped or diaposed of
(NoRC.3 mquircd)

Thlrty (30) Days iler
oboolite

One ({) Yoar

One (11 Year

Throe (3) Yeru provldod
audlted

Three (3) Yean prcvided
audited

Three (3) Yeare prwlded
audltod

Three (3) Years prwided
adited

Paper

Elecfonic

Papsr

Paper

Elrtronic

Prpor

Pmer

Electronlc

Paper

Elec{ronic

Papor

Elestrcnlc

wl1-27

8O.11.27.e

BO.fi-28

BO-ll-2&e

BO.il-A

Telephone Recordr
(ChargeslBilte)

Telephone Records
(GhargeslBilts)

Allocation letters

Allocation [.e[ers

Coet Allocation Plans

Two(2)Years I paper
provided audited I

Trvo (2)yean provlded I ,,.*n,.audlted 
I

Five (5)Yearu I **,
Five (Slyears I en roni.

Five (slyearu I **,



Form RC-2

BO.11.30

BO-11-3t-e

BGlt-32

BGt0.32e

8O.11.33

B&,l1-33-e

8G11.31

B0.11-3tlo

BGl1.3s

BO11-3$e

8O.1r.36

BO-1l.3Se

B0-fl-37

BO-ll-37-e

(political subdivi sion name)*' 
.Ra*rd means: The iwm is stored on a fixsd mcdium (papcr, trpe, vidco, filru' photc' ctc.)

Prper

Hecronic

hlstorlc value rrvll! be considered I admlntstrativo value

a record

ilandated SharCWotk Allowance
ilon$ly Repot

Mandated SharelWo* Al lowance

Monfily Report

Thrco (3) Yeaa Prwldcd
audlted

Thrse (3) Yean provlded

auditsd

Openting to Program Requests

Operating to Program Roquests

Agency lUebsite Salee

Documents, Bid Sheets,
Approvals lor Sah

Agency Webcite Sales
Documentl, Bid Sheetg,
Approvals for Sale

Appropriation Transfers Cou ntY

Auditor

Approprlallon Transferc - County

Auditor

Thrse (3) Yean providcd

audited

Three (3) Yean Provided
audibd

Three (3) Years Provided
auditsd

Three (3) Yorn prcvi&d
audlted

Three (3) Yeoru ptwlded
audited

Three (3)Yeare prodded
audited

Paps

Elcctronlc

Papol

Eleslronk

Papcr

Electrcnic

Papcr

Elodronic

Elestronic

Paper

Elcctronic

Ceillfrcder - Gounty Auditor

Certificates - County Audltor

Celtilicatec of Local ilatch

Ceitificdec of Local Match

Three (3) Yean prwlded
audited

Three (3)Yran prouided

audited

Thrco (3)Yeaa Provlded
audlted

Thrue (3) Yearr provlded
audited

Pagc 16 ofl9

SCMDULEOFRECORI}SRE,TENTIONAIT{DDITIPOSITION
CONTII\IUATION SHTET



8G11.38

BO-lt-38+

8O.11.39

BOlt-3&e

BGll.10

BO,1r.f&e

BO.1t41

BO-11"41.e

BO.{1"12

BGll-42+

BGfi.43

BOll.fS+

General-l'l-l

General-l{-2

F'orm RC-2

SCIIEDULE OF RECORDS RETENTION AI{D DISPOSITION
CONTINUAIION SHEET

FROM: Columbiana Countv Deoartrnent of Job & Familv Senrices tlnit

Page l7 ofl9

rRecord mcans: The item is sored on a fixed mcdiun (paper, tapc, vido, film, photos, Ac.)

(political suMivision name)
*Record mcans: The iten

SS RltlS Certifi cate of Funds

Stl RMS Cartificate of Funds

Fedcral Schedule

Federal Schedule

Chlldren Servlcec Bank
Accounb

Children Services Bank
Accounte

CFIS Finarcial Reports

GFIS Flnancial Reports

Quartedy Flnallzed
Reconciliatlonr

Quarterty Finalized
Reconciliatiom

Foster Parent Board Paymenb

Foster Parent Board Ptymenb

Phone Mesagec

lnhrofflce Com munlcdionc
-Poril.ltr
-Drafts
-lnformalNotes
-Reminder Notes

-tleding Agendas

Tert Messageo

Three (3) Yers prulded
audited

Three (31 Yeatr provided
audited

Thrce (3) Yern provided
audited

Thrse (3)Yaru provldod
audltotl

Seuen (7)Year prcvided
audited

Seven fl) Yean provldod
audlted

Thme (3)Years prwlded
audihd

Three(3)Yean prwlded
audited

Thrco (3)Yearc provHed
audited

Throe (3)Yean povlded
audlted

Three (3) Years
prcvided audibd

Thrce (3) Yean
providsd audibd

Rstaln urtll no longer of
adminlrtrative yalue, then
dedroy (l{o RC.3
rcquired)

Retain untl no longerof
admlnir{ratlve vduq then
dertnry (No RC.3 required

Eras. or dehte when no
longer ol admlnlstrative

(unr0

Paper

Electonlc

Paper

Elec'lronh

Paper

Electronh

Prper

Eloctronlc

Prper

Electronic

Prpcr

Elactonlc

Paper

Paper

Genoral-l1-3€ Electronic



Form RC-2

FROM:

Genenl.1l"4

Genenl.ll.S

Crenerahl1.6

Page l8of19SCHEDULE OF RECORDS RETENTION AI\ID DISPOSITION
CONTIhTATION SHEET

(political subdivision name)
*Rccord means: The itern is stor€d on a fixed medi,m (paper, t4c, vidcq fih, photos, eE.)

value, then dodrcy (t{o
RC.3 requind)

Rehin until no longer of
admlnlstntve valuo, hen
destroy (No RC.3
required)

Purye and updde as
necdcd (No RC.3 required)

Retaln unti! no longer of
adminigtrdive value, then
destroy (l{o RC.3

Paper

Paper

Planning Scheduler, calendarc,
training informatlon,
appolntment books, echedules
and planners

Dltrclodeo containing empl oye
conbct infomati,on

Facsimile logs, cover sheetr, and
confirmation notices

Vubus

General.ll.T

General.ll{

General.ll.&e

General-i1.9

Gcnenlll.$,e

General.ll.10

Genenlll.ll

General 1l-t2

Recods olanonymour or
unfoundsd complaints

Prcss Reloases

Photognphs, negatives or
electronic lmageo

Photog nphr, negativee or
elec{ronic imagee

Recods Documents (RC-1, RC-Z,
RC.3)

Copies of documents othemiso
retained

llandatory Notices

Rataln untll no longer of
admlnlstratlve value, then
destroy (t{o RC.3
requlred)

Thrce (3)Yeac, then
appnise for
administratve or
historicd value

Three (3) Ycms, Uren
appralre br
adminlelra0ve or
historical vduo

Maintdn udll no longerof
administrailve or
higtodcal vatue (No RC.3
required)

iiaintain unfit no longor of
admlnit0atfue or
historical value (No RC.3
required)

Pormanent

Rehin untl no longer of
administratlve valuo, then
destroy (RC.3 not
rcquircd)

Three (3) years provided
audited

RG.3 Required byOt{S

RG3 Required by OHS



Form RC-2

SCIIEDULE OF Rf,,CORDS RETENTION AIYD DISFOSITION
Page 19 of 19

CONTINUATION SHEETFRoM: 
Unit(political suMivision name)

tn..*o r.*ri"iil'r'nr r, sroreit on s fixcd nrcdium (paper,lape, video, film, plrctos, o.., 
(*t)

'*Audited means:.the yeaf encompaaaed by the rccords have been eudiEd by the Auditor ofstab, and the audit report has been rpreaeed pursuant to sec. 11r.z6oRc.


