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Section A:  Local  Government Unit

_CItv of StronasviIIe
(local government entlty)

Recreation and  Senior Center Department
(unit)
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Section B:  Records Commission

of Stron sville  Records Commission 440-580-3100

(telephone number)

44149
(ZIP  code)

Records Commission

16099 Foltz Parkway                                      _
(address)

Stronasville

(city)

Cuvahoaa
(county)

To have thiB form  rotuned to the  RocordB Ccrmmneion  electonically,  indude an  erTiall  addreB8: .frorxpvtllo.larfufronfi.v]ll®.a+T]

I  hereby certify that our records commlssion  met ln  an open  meeting, as  requir.ed by S:ctlon  12122 0RC,  and approved the schedules
listed  on thls form  and any contlnuation sheets.   I further certify that our commlsslon WIH  make every effort to prevent these recorqs
serles from  belng  destroyed, transferred,  or otherwlse dlsposed of in violatlon  of these schedules and that no  record wlll  be knowlngly
disposed of which  pertalns to any pendlng  legal case,  clalm,  action or request    Thls action  ls reflected in the mlnutes  kept by this
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Section C: Ohio Historical Society -State Archives
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Signature Title

PIease Note:    The State Archives retains RC-2 forms permanently.
a I.ermanent coDv of this formIt is stronalv recommended that the Ftecords Commission r_e±±!p_
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Section  E:  Records Retention Schedule

CITY OF STR0NGSVILLE
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Recreation and Senior Center Department

(local  government entity)

(1)                                                                                   (2) (3) (4) (5)
(6)Schedule Record Title and Description Retention Media Type For use by

Number Period Auditor ofStateorOHS_LGRP RC-3RequiredbyOHS-LGRP

RD-1 Record  Retention  Documents 25 yea,.s Paper

I
RD-2 Recreation  Board  Meeting  Minutes Permanent Paper

LL
RD-3 Newspaper Articles (any articles  pertaining to Permanent Paper

/H,/yRecreation  Center)

RD4 Property  Maps;  Plans for Center and  Park and Permanent Paper

E,related  original  building  documents

RD-5 Specifications for Recreation  Center and  related Permanent Paper /E]building  documents

RD-6 Memberships (annual) 1  year Paper

I
RD-6(a) Membershjps (annual) 1  year *Electronic I
RD-8 Bids -Successful  (bids submitted that were 15 years Paper

r|awarded the contract)

RD-9 Bids -Unsuccessful  (bids submitted that were 2 years Paper

Inot awarded the contract)

RD-10 Contracts/Agreements  (including  room  rental 15 years after Paper Icontracts,  vendor contracts,  instructor contracts) completion orexpiration

RD-10(a) Contracts/Agreements (Including  room  rental 15 years after Electronic

LJ
contracts,  pavilion  rental contracts,  vendor completion or
contracts,  instructor contracts) expiration

RD-ll Accident Reports/Incident Reports -Non 6 years (unless Paper IEmployees action pending)

RD-12 Budget (annual) 5 years Paper

LJ

SAO/LGRPrRC2-(Inst )  Revlsed  February  2012
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(1) (2) (3) (4) (5)
(6)

Schedule Record Title and  Description Retentlon Media Type For use by
RC-3

Number PeI.iod Auditor ofStateorOHS-LGRP
RequiredbyOHS-LGRP

RD-12(a) Budget (annual) 5 years Electronic"`\"

:+-I  __  _

I
RD-13 Refunds  (any payments  refunded to customers) 5 yearsprovided paper      eeilC

"b`.,ou. a]t;-cxl l®.mpasseo1§` EaEel? years'&heEbcor   s

audited5years iT,,i1,V*ElectrofficgflJ foeen @uc!i;.gopOf`ej¬arfj¬b .rl h\, Aha

RD-13(a) Refunds  (any payments  refunded to customers)

;;:jto-¬I-Oprovidedaudited a1;1uC!jo-^\^ report giasl.,II,.1

RD-14 FInance  Reports (dally  Financial  Reports,  cash 3 years paper   See.
117.26 a.R. .   Iregister tapes)

RD-14(a) Finance  Reports (dally  Financial  Reports,  cash 3 years EIectronic Iregister tapes)

RD-15 Purchase orders/Invoices 3 years Paper
I              .

RD-15(a) Purchase orders/I nvoices 3 years Electronic I
RD-16 Expense Reports (employee expense reports) 3 years Paper

LJ

RD-16(a) Expense  Reports (employee expense reports) 3 years Electronlc
L

3 years (unless PaperRD-18 LiabiIIty Walvers  (pertaining  to  partlcipatlon  ln Iprogramming and  attendance at Recreation action  pending)
Center)Activity Registrations (recreation  and  senior

RD-20 3 years Paper*Electronic I
programs)

RD-20(a) Activity Registrations (recreatlon  and  senlor 3 years I
programs)

RD-21 Receipts 3 yearsprovidedaudited Paper I
RD-21 (a) Receipts 3 yearsprovidedaudited Electronic

LJ

RD-22 Leases (equipment) 2 years afterleasetermination Paper I
RD-23 Public  Records Requests 2 years

I  paper
I

SAO/LGRP-RC2-(lnst  )  Revised  Febriiary  2012
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'0 (2) (3) (4)                              (5)
(6)

ScheduleNumber Record Title and Description RetentionPeriod Media Type For use byAuditorofStateorOHS-LGRP
RC-3RequiredbyOHS-LGRP

RD-24 Sponsorships  (businesses that sponsor 3 years PaperElectronicPaperEIectronic Irecreational  programs and  special events)

RD-24(a) Sponsorshlps  (businesses that sponsor 3 years Irecreational  programs and  special events)

RD-25 School  Requisitions (Recreat on Center's use of 2 years IStrongsville  City school facilities)

RD-25(a) School  Requisitions (Recrea Ion  Center's  use of 2 years IStrongsville  City school facilities)

RD-26 Employee Work Schedules 1  year Paper I
RD-26(a) Employee Work Schedules 1  year Electronic r|
RD-27 VIsitor Sign-In  Sheets  (Daily admission  sheets 1  year PaperPaper

LJIncluding coupons and  passbooks)

RD-28 Facility  Schedules  (lists  all  events taklng  place 1  year Iin  Recreation  &  Senior Center and  old TownHall)

RD-28(a) FaciIIty  Schedules  (lists all  events taking  place 1  year EIectronicPaper IIn  Recreation  & Senior Centerand  old TownHall)

RD-29 Donations to  Local organiza tions  (da,Iy 1  year I
passbooks or gift certificates)

RD-29(a) Donations to  Local Organizations (glft 1  year ElectTonicP Icertificates)

RD-30 Department of Health  Swimming  Pool OperatlonReports(includesdallypoolchemistrylogs) 2 years aPer I
RD-31 Team  Rosters (adult and youth sports 1  year Paper

LJ
programs)

RD-32 Sports Programs Score Books 1  year PaperP I
RD-34 Continuing  Educatlon  CertiflcatlonsITralning Place  lnpersonnel file aPer I
RD-35 Equipment Warranties Lifetime ofequipment Paper I
SAO/LGRP-RC2-(lnst  )  Revised  February  2012
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(1) (2) (3) (4) (5)
(6)

Schedule Record Title and Description Retention Media Type For use by
RC-3

Number Period Auditor ofStateorOHS-LGRP
RequiredbyOHS-LGRP

RD-36 Equipment Brochures & Manuals Lifetime ofequipment Paper
r|

RD-38 Tot Room  information cards 5 years Paper I
RD40 General  Correspondence (Recreation  Dept) 5 years Paper I
RD40(a) General  Correspondence (Recreation  Dept) 5 years Electronic I
RD41 Field  &  Park  Records  (daily field  and  pav"Ion 1  year or until Paper Iwork assignments) no longeradministrativelynecessary

SD42 Senior Wheels Specialized Transportation 3 years after Paper

IProgram  Semi|Annual  Monltoring  Report project orcompletion ofcontract(whicheverislater)

SD42(a) Senior Wheels Specialized Transportation See SD42 Electronic
LProgram  Semi-Annual  Monitoring  Report above

Ohio  Department of Agriculture/Ohio 5 years Paper ISD43
Department of Health  Standard  Inspection
Report for KitchenOhioDepartmentof Agriculture/Ohio

SD43(a) 5 years7years after EIectronicPaper JDepartment of Health  Standard  Inspection
Report for Kitchen

SD44 Senior Transportation  Schedules  (Dept.  of ISenior & Adult Services  (DSAS)  manifest termination of

showing  pickup and  drop off Information forseniorriders contract

SD-45 General  Correspondence  (Senior Center) 5 years Paper I
SD45(a) General  Correspondence (Senlor Center) 5 years Electronic r|

SD46 Senior Wheels  Program  Pre-Trip  lnspectlon 3 yearsUntilafterapplicable audit Paper IManifest

RD47 Credit Cards  Recelpts Paper I
period
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(1) (2) (3) (4) (5)
(6)Schedule Record Title and  Description Retention Media Type Foruse by

Number Period Auditor ofStateorOHS-LGRP RC-3RequiredbyOHS-LGRP

SD48 2018 Community  Development Supplemental 4 years after Paper
Grant receipt of finalPayment

"  E-Mails   are   categorized   according   to   specific   transactional   information
and,  therefore,  have  specific  retention  periods  according  to  subject  and
content,  and  as  such  the  retention  periods  aI.e  defined   in  the  individual
Record Titles and Descriptions.

*  These  designatecl  records  stored  electronically  are  currently  on  database

systems, which may be superseded in the future.
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