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

Seotion A: Loca~ Government Unit 

Riverside Local School District (Lake county) 
(Local Government Entity) (Unit) 

Gary Platko Treasurer/CFO 
(Signature of Responsible Official) (Name) (Title ) (Date) 

Section B: Records Commission 

Riverside Local School District Records Commission 440-352-0668 
(Local Government Entity) (Telep'hone Number ) 

585 Riverside Drive Painesville 44077 Lake 
(Address) (City) (Zip Code) (County) 

To have this form returned to the Records Commission electronically, include an email address 

garv.platko@riversideschools. net 

I hereby certify that our records commission me~ in an open meeting, as required by section 
121 . 22 ORe , and approved the schedules listed on this torm and any continuation sheets. I 
further certify that our commission wi l l make every effort to prevent these records series 
from being destroyed, transferred, or otherwise disposed of in violation of these schedules 
and that no record will be knowingly disposed of which pertains to any pending legal case, 
cl This action is reflected in the minutes kept by this commission . 

Section C: Ohio History Connection - s tate Archives 

Signature Title Date 

Date 

Ple~3e Note: The St4te Archives retains RC-2 forms permanently . It 1s strongly recommended that the 
Records Commiss l on ret~in a permanent copy of this form. 

State Archvi es/LGRP- nC-2 (Far t 1 & 2), Revised November 2017 
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School Di strict Suggested Records Retention Schedule 
Th1S scneaU.Le lists records commonly created by school distn.cts, educational service 
centers, and career technical schools. The retencion periods specified herein are ei t her 
required by statute or have been determined by best practice. Local Records Commissions may 
edit. retention periods based on the adminis trative , fiscal , leqal, and historical value of 
the records. 
The local school district, education service center, O~ career technical school should also 
notate the media type ot the records on the schedule i n column 4. The records can be 
maintained on separate tormats (i.e. paper and electronic) for different amounts of time. 
Permanent records eX19 t 1ng solely 1n e!ectro n1C tormat may oecome ~naccess~ble ~hrougn med~a 
decay and/or hardware/software ob501escence. The Ohio History Connection recommends that 
digital records with greater than a 10 year retention period also be maintained 1n either 
paper or micro~ilm formats. 
Records may no~ be di5po~ed of until a l l audit5 are re leased and audit discrepancies have 
been settled . {.,here a lawsuit or agency proceedinq is pending, a legal hold on relevant 
r4!cords i. required. Records shall be retained until the legal hold has been removed . 

ELECTRONIC MAIL (e-mail) i. • format on which records are sent, received and/or drafted 
using electronic mailing systems. E-mail is NOT 1I. record series . In~tead, each individual e -
mai l should be eval uated according to i~s content and retained in accordance with the record 
series adopted within thi~ schedule that the content most closely tits . 

Before this records re~ention schedul e is considered in effect for a particular school 
district it must first be signed by a local responsible official and local records 
commission chair, the State Archives, and the State Auditor's Office. 

For use by .0-3 
Sch. 

Record Series and Description Retention 
Media Type 

Auditor at' Require 

• Period State or d by 
LGRP LGRP 

Board and Aa.ii:i.n:ilJb:'ativa RaClcn:da . 
Minutes - Official copy of Permanent E'aper and/or 

g/ proceedings of regular and special Electronic 

101 meetings 

Audio tapes!DVD's of Minutes 2 years E>apec and/or 
0 Recording of Board meetings Electronic 

102 
Board Meeting Notes - Notes taken 1 year Papor 
during Open Board Meetings used to 0 

103 formulate the mi nutes 

Agendas - Nritten outlines of 1 calendar Paper and/or 
material to be discussed at the Board year provided Elec t ronic 0 

104 of Education meetings audited 

Board Meeting Packets - Packets Retain until Paper andlor 

prepared for board members . May minutes Elect r onic 

include agendas, copies of reports transcribed 0 
and informat.ional handouts . and approved 

105 
Administrat ive Council Notes: Notes 1 calendar Paper 
from AdITUnistrative Council meetings year 

0 held prior to Board £Ioleeting to review 
Board agenda and current activity in 

106 the District 
/" 

Blueprints, Plans, & Maps Provide Permanent Paper and/or 

g/ deta i led description of school Electronic 

107 facilities and property 

Deeds , Easements, Leases Real Permanent Paper and/or 

W estate documents o f ownership, Electronic 

easements and leased property by 

lOa district 
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For use by RC- 3 
Sch. Reco:r:d Series and Description Retention t-Iedia Type Auditor of Require 

* Period State or d by 
LGRP LGRP 

Board Policy Books and Other Adopted 1 year after Electronic 

Policies - Governing rules adopted superseded 
and maintained by Board of Education 
defining expectations or position on 0 
a par ticular matter and authorizing 
appropriate acti on to be taken 1:0 

establish and maintain those 
109 exoectations 

Administrative Regulations - Adoption 1 year after Paper and/or 

of t he school policy manual which superseded Electronic 

outlines t and describes the means by 
which a pol icy should be implemented 0 
providi ng for the management of 
planning , action t and assessment or 

110 evaluation . 
Court Decisions - Court proceedings Permanent Paper and/or 

~ involving the Distr ict excluding E:lectronic 

111 
claims and litigations 

Cla i ms and Litigations Court Permanent eaper and/or 

V processing for which the Distri ct is Electronic 

112 being or is suing for damages 

Administration of Federal and Stated Retain until Paper and/or 
Categorical Grant Programs - Records completion of Electronic 

relating to the administration of State 
federal and state categorical grant- Auditor's 
funded programs . Records may examination 
incl ude, but are not limited t o : report or 
District or school- wide retain for 
notification/information distribut ed period 
to parents/legal guardians /students requi red by 
about education opportunities and grant or 
services; student information program, 0 (names/eligibility l ists , copies of whichever is 
test scores, etc. ; staff information l ater, then 
(copies of employment applications , destroy 
payroll/stubs, etc. ; budget , 
inventory of equipment , l egal 
reports t pre-and pos t-test data, 
comparability reports, evaluations; 
promotion of parent/family 
involvement (Title 1 parent advisory 
councils, coordination with other 
school- based programs and services , 
etc. ) 

/ 113 
Boundary Records Official l~gal Permanent Paper and/or 

W description of school district Electronic 

boundaries, educational service 
center district boundaries, or 
director district boundaries 

114 
Grievance 10 years i?aper and/or 

Files/Settlements/Arbitration - Electronic 

Documentation of settlements and 0 
arbitration, grievances filed by 

115 local collective bargaining groups 
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For use by RC- 3 
Sch . 

Record Series and Description 
Retention Media Type Auditor of Require 

t Period State or d by 
LGRP LGRP . 

Historical Records, Materials a nd Permanent Paper and/or 

Artifacts t hat should be retained for Electronic 

Commemorative Events and Displays -
Records document i ng events or 
milestones of individual schools, 
school districts and educat ional 
service centers, where these events 0 are not documented in other records / 
(such as board minutes, transcripts , 

V etc. ) Including but not limited to 
award lists/ baccalaureate and 
commencement programs, cumulative 
class rankings, diploma order lists, 
final grade point swranaries, honor 
roll lists, graduating class history 
files, student newspapers , 
yearbooks/annuals. 

116 
Monthly Administrati.ve Reports & 1 calendar ~aper and/or 

Supporting Documentation - Reports year El ectronic 

submitt ed monthly by administrators 0 
and supervisors on current activity 
in District associated with Board 
Agenda 

117 
Elections Items put on the ballot 10 years Paper and/or 

(tax levy related) regarding the Electronic 0 
financial suppo r t of the Distric t 

118 
Records Retention and Disposition Permanent Paper and/or 

Forms - Records , also call ed RC- l, RC Electronic 

2 . and RC-3 forms, and other locally 0 
developed 
forms documenting the retention and 
disposition of the records of an 
office 

119 
Bargaining Agreements - Record of 8 years after Paper and/or 

Agreements between the board and superseded Electronic 

recognized local associ ations of 
certified and c l assified staff with 0 
regard to wages, hours and other 
terms of employment including notes 
t aken during the negotiation process 

120 
Budget Policy Files annual budget 5 years Pliper lind /o r 

(tax and appropriation) preparation Elect:ronlc 0 
121 and documentation 

Workers Compensation Claims Claims 10 years Paper a nd / or 

filed by employees due to on the job after Electroni c 0 
injury financial 

pa ymen t made 

122 
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, 

soh. Record Series an4- _Descr,i,.p-tlon Rete-I].;t;i~n 

# pe17i?9. " 
, ,," '.~ 

Bank Depository Agreements An 4 y~ars· aft.!=:r 
agreement bet.ween a banl< and tl1e cOltlpletion 
district wher,e the 'bank provides a 
gua:ra."lteed rate of return it} exchange 
for keeping a deposit -for a fixed 
amqunt of time 

123 
QrganizatiQn I\~po.:r:ts 2 years. 

provided 

124 au.<Uted 
Adopted Cours,es, of Study - A Unti~ 

comprehensi've ins't::tuctiomU program superseded 
serving the educational needS Cif the: 
students of the Di,strict 

125 
Adopted Special Educgtion Program - ~ Until 
re,cord Q£ progra:ms )?rovided to supez:seded 
childxen with disabilities identifi.$d 
in ac;col:;qaIJ.ce- wi,th· ,applic,ahle state 
and Fede,ral laws, rule.s and 
.x:egulations._ These programs satis,t"y 
th~ requireme~t~ of Ohio Educational 
Ag:encies Serving Chiidren with 
Disabilities (Ohio' 5 Operating 
Standards"') 

,126 
Adopted Special Pr'ograrns -' Record 'of Until 
progr~ms: made available to 'the Supex-seded 
students to enhance the-ir education 
through a variety of app1;Qpr'iat~ co-
curricula.I and extr.a-curr:iculaL:. 
activit1es 

127 
Photo/Media Release ".., Ext,ernal usage· Retain for 
Re.cords. documenting' permission ,for si)( yea-rs 
non-school entit.,ie~ Csucl1 as after end. -of 
telayision/radio stations I school year 
newspapers l school .ph6tdgraphers'1 
etc.) to use stud~nt imag~.sc' Student 
images includei, but 'are not "limited 
toj. photos, video and audio 
recordings. 

128 
Photo/Media Release - Denial of Retain until 
permiss-l.on ., Records documenting: end o:f school 
pa:t:ent(legai guardian denial cif y~&r 9r until 
permissj.on. for the' school/district to supe'rseded, 
use student images' recorded dur-lng whichever is, 
official _school ,acd.vi-ties/even,ts. later, then 
I.ncludes "p~ing-out . dest.roy. 

129 

Me?!a, Type-

, 

["aper and/or 
Electronic 

Paper and/o~ 
Electronic 

Paper and/or 
Elecb:onic. 

Paper and/or 
Electronic 

Paper and/or 
Elect1=qnip 

~aper andrOI:' 
ElectrO'nic 

Paper and/or 
Ei.l,ect~pniJ: 

AUCitea means: toe years 
encompassed by the records 
have been audited by the 
Auditor of State and the 
audit report has been 
released pursuant to 
.::.,.'" 117 ~ ,~ n f.:I f". 
Fox -use b'y R~~3. ,," ,-
Auditot-:of . Require 
state or- ':, d by,'" 
LGRP ::" ,:: L~RP.;,·. 

0 

0 

0 

0 

0 

0 

0 
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For ti~'e: by" RC-,3 
Sch. Record sexies and, '~~cti;ption Retetitl.On ' 

Media TyPe Auditor 'of- 1\equir!9< ' 
# . perl'od " St~ te' or" ',', ' : 4,oy, 

" ,,','.<' , , ' .. " . , LG!W ..... , . .; ., . WRIt : ., :. ;. 
Fbpto/Media -R~lease - Schoo'l District Retain for' ?apet a:nd/or 
Usage - Re.cord.s documenting sJ..l< ye~::ts Electronic 

permissign for the school/d:L.s:tri.ct t.o after 
use student i_ges J:ecorded during irnage/recordi. 
official gchool actiV'itie:s'/evehts(. by ng pp'longer 
staff or -stp.o,ents in an o.fficial being. us'ed j 

capacity (e.g-. 'Scnool neWspa;par, then des_troy.. 0 
annual sta'f£r etc .. ) Inclbdes armuaJ, 
student :tdeXl-tification-iQlass, pi..o:tu.t;es 
taken bX scbool'-contra_cted 
photographez: . S,tudenb: imag,es 
include .. but ?ire not limited to, 
photos, vided,_ and audio. reco.rdings. 

130 
Public Recorc;i: 'p.equ~st5;· .ae9]l~'sts ~O1; :;( yea:rs Paper anal-or: 

-recards & documentation that -requests E1ectl;onic 0 
131 were fulfilled 

Q-rgani.z,ational Membership.s Until Pape~ and/pr 
0 supe:r:s~ded El.,e!:ti::oni-c 

132 
Vi'sitor 1.09 Orie school, papeX' 

0 133 ye~p 

Befare and After School.: Child Care 2 years Paper 
0 (Latchkey) Sign In/Oui; SUee,ts· 

134 
Before ,and" Af,ter School CUild Care 4 ye~~ PClpoe-r and/o.r 
(Latchkey) ~~c~ipts. • W~e}cJ.,y; Repo,rts provided Electronic 

Receipts & ·detail in-formation to. back audited 0 
up' Txeasurer receipt's 

135 
Befare' and After Schpol Child Ca:r:e. 2 yeal;s Paper and/o~ 

0 (:tatchkey) Regi~tration F=ms El,-ectronic .. 

136 
Child Ca;re' License -Copy of Child 3: year's plus Pa~:c: and/o.r 
Care licens_e' issued .by ODE,~ 'required current year Electx;:on'ic-

for outside sc:p.,aol hours sites; Not p,rovided 0 
requi,red for after schoal at risk audited 
'sites. 

137 
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R~cord Sex.i:es and Descriptiori 

Oocu,ment,a:c,io;n of the' 
status of the empioyment 

re,1"el010ship wl.th a1). ,individual. 
certified, 

inactive}. Includes 

I :~!~.~~~::~': J>:~.~~:~~:~' qpaches

c, 

and :may: include! 
aE'PJ.~c,a·=· on.s, perf6rma;n.ce 

levaJ.Cla1:ic,ns, griavanc~sr eIlJ1'.1oyrnent 

I ;:~~,~~::~:~~~~:' ac.c1:o.ent_ report (s) I sheets I SERS 
exit interview., 
aC.t;ion (s,iI, waiver(s)_ 

of the hi.stqry and,' 
the status of the 

ieJnployn,erlt :r:elationship wii:.h an 
employee-" Inol:ude:s 
teach~rs I coaches'l and 

Record$ inblude: service 
history t le,aves 

" J~.~,~:~~~,;t:~ax.e.s pa'id, !:esignatioh or letter, retirem~t 
and wa-i vers 

(jf discip~inalty actionf! 
to -~~provement o! performance 

termination; f.rom employment 

lists: of 'employe,es 
to have random_drug screen 
screening resuits 

Petween the bistri,ct and 

o 

employment o 

is 

o 

o 

o 

EJ 
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?' '.' E:or-~use "by' RC-3 
Soh. P:ecord series and Descript~on Re"tentidri Media l\udi:t.o,r ':0,£: Regui-I;'e; 
#: 

' . 
pe;o;[~d' ',: Type. state or~ .. ,_ d:t>y,' :-e; __ ,' 
I.·"",:,, .. , ' .. ' 

. ' 

LG\U" " .... ::.' .. ' ',' >GR" .. '. 
Professional Confer~_nce App'lipa tions 2 years Paper alld/oJ:; 
- Professional Ie'ave' .. forms re~esting provided E:):PCtronJ.~ 

pex:nd.ss.ion to attend pr.o£ession~l audited 0 
development a_ct,ivity 

208 
Ir,:cegular Employ.ee Contracts 4 years. ·afteJ:: p"apel: and/o~ 
W:t.it'ten ag"-reemeht betwe~n thf? C,ontraci;:. Elieotronlc 

D.istriGt anq substitutes a.nd othe" -expires 0 
irr~gular employees benefits 

209 
Unemployment Claims - Invoice 5 years ; Fa,per and/or 

ma~nt~_ined, by H,uman Resouroes f,Qr the provided ~lect.ron10 

0 payment of une1"l91oyment claims a~dited 

210 
approved or deilieq. 

Unemployment ~e.cords DocUItJentat.ion 5 ~ears. Paper and/9l; 
0 of Unemployment records Electronic 

211 
Applications (not hired) - -2 years- Paper and/or 
Applications submitted qf ind~viduals p;r:ovided ElectronIc 0 
not hired into the District aUdited 

21.2 
S'chedules of Employees Fiscal Xeax: Paper and/or 

0 plus 2 years: El!!ct:conic 

21.3 
Teacher Personnel Reports lij).ternal) Fiscal year Paper and/or 

0 plus 1 year ~~ctronic 

214 
I-9 Immigration Fo.-rm - ,F-Qrm I 9 3 years; af'ter Paper and/or 
'IEmployment anc! EUgibilit:cy date. of hire Elec:t::'.o.nic 

verification II for all ne:wiy hired or 1 ye.~,Ii 

employees to ve,r::i.fy tn-eix:: identity aft_er d 
and.- autho_rization to work in the term1n'at.l.onr 

United States .. per -Department of whicl1ev9';C: is 
Homeland Securit:.'.l" regu,lation 8 CFR later 
214a,2. 

215 
Job De.scriptions_ DescriptIon: of Re_taip: upj:;t.l p<:Iper ano./or 

, expectationa and ~~sPQ~~ip~X~t~~s of superseded or Electronic 0 
eacA jqb oh:Solete 

216 
Job Pos_tiogs - Record~s docum~n.t:,ing 2 yea:cs Paper and/or 

the posting and adverti.sement Q,f EleetrQnlc 

emI?loyment positions, includi'ng I but 
not limi.ted to., jqb desdript~onSl job 0 
requirements I applicat,i:QD deadline, 
personnel r-equisi tion and 
~compensati.on r'ang'e. 

21"1 
LFDC (Local E'rofessi'onal Davelopmen t Until. paper and/or 

Committee) Lioensure Recqrd~ aI].d, suI?ersede.d &lec:i:: ronia-
0 

218 Staff Sununa;ry aeports 

LJ?D.C (Local Profess.ional Development 1.0 years Paper and/or 
0 Committee) Meeting ~i:nute~, Electro.nie 

2lQ 
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222 

223 

,sta,if ag:cee'ing to use 
lu"st:~,.cc network responsiPly for 

re~ated work 

traJnl,Ags include's 

I ~:~~~::~:~;.~e:t~;est results I materials I~ evaluB._tion;3", tests 

certifica'tion/hou-rs/cr'eqits/ points 
awarded; sj,.gn-in sheets I ,and llsts 
~:cofe::;siqna,l, Epucation E'ennits 

receives 

IS 'name,. addre'ss-; telephone 
grades I at,tendance re¢o_rd,/ 

classes attended, gJ:'ad,e leve~ 
completed, and year completed 

subj eets' and indi vid1.lal 
stude:nt ,qrades. Re,tain final. gra,de 
card each yeat: and final high sChool 

I£ student wi tlidra,ws r 
retain all 1:ranscrip"ts' 

OAT I OM-, OGT I' Q,TELA( l?:SAT: t 

PLAN" 'EXPLORE, OET, ASVAB:" 
ITJ,RlRA NOVA, LA$,. D,IAL, ~-L, t.Q -

audited 

-abili ty t.es'ts ai,' trans'fer 

o 

o 

o 

o 

o 

o 

o 

o 
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.. 
'. ,For' ti$-e;: )jy Rc:-3 " . ," , 

Sah. 
Record ser.ies and D~scr.iption il,eH::erit£o,n . 

Medi~ 
Atidi to:x:..', '0.1£ Require 

# ' , 
pErr.i6d· ..,: Type State or.' d·py 

, i . ' .. " ,A' ~ - , LGRP'" .~-. LG.RP . 
Foreig~ Excqange Records - ,Records of 75 years' ~_aper; and/o.%; 

students from foreign countries aftep Electronic 

graduation I D 
withdrawa-1, 
or transfe:r: 

304 
Home Scbooled Records' - Records .o.f 75 Y~.a.r:s_ Paper and/or 

g'tudents. ~1vipg within t,he Dist:r~ct after E,l"qtr.;:lAi~ 

tnat are being _schooled 'from h6me graduat.i,on, D 
withdrawal { 

305 
ox tran's,fer 

Student RecordS- (Short-Term) .' (".';:'''':;,' . "" .. ' ,'.' . ," "". . '.'., , 
.. 
Registration/Withdrawal Information - 6' years after, Pap~r and/Or 
Record of each time a student _ graduat~C)n, ~1a:ctron1c 

reg,isters or wlt.hdta~~ withi~ the wi thdr,awall, D 
District or ,transfer 

306 
Ac_ti vi ty Record -A lis't of 6 ye.ars, afte:r Paper and/or 

activit-ies sttlde,nts participated in graduation, ~l~ct:ronio 

d~ring t,heir high school years withdrawal t 
D 

or t-rans'!'er 

307 
Studen't Worl<:er ,Applic,a:tiOI1s 6 years after Paper apd/or 

gradua,tion, Electronic 

w:i.thdraWalr D 
or b:ans.fer 

308 
Discipline. R~cords - Reco:td of 6 years af~er Pape,: and/or 

discipline that a st:l1demt has gl;'.;:ld;l1a:t.ion r Electronic 

received including Saturday s'chool, Wi thdrawal,_ D 
sp,spe;,nsions,_, and expulsions. Record or transie;r 
inciudes notioes to parent's. 

309 
Intervention Records - Intervent.i:.qn 6 years after PAper and/or 

Assistance; Team no.tes Ust"ing all of graduation t 
El.e'ctrdniC' 

the interv.:en'tiOriS that were' tried withdrawal, 
wi-th a student to help iUlpr9ve or 'transfer 
academic ach,ie:vement which ma~: or may D , 

not lead to a t'e'ferral for speqial 
education testing. Includes' 
functional behavioral assessments and 
behavior intervention plan.s 

3~O 
Bullyinq/Iia:r:a-ssment FQrms - ,6' years after Paper anAlp~ 
D_ocumentation of' bu1J.yin9·/hara~smeilt g~adu-ati9.n, Ele-cer,Qnic 

inciden-ts wi thin the b;istrict" along: withdrawal, D 
w~th aqt.i,on ~aken or trans'fe-r 

3ll 
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For use 'by RC-3· 
soh. Record Series arid Description R!!tenti,orr " AUditor' o.f Requi're 
I Period Media'Type S1:a,i;e;; ,o~, d by 

... . c·, " . .... 
LGRP : . . . LGR~ 

Gi,fted and Talented Student Records -'.6 years after Pa.pe.r and/or 
Student f'd'lders i~Gluding but not graduation, Eiectronic 

~imited to application or offer for withdrawal, 
participation,. 'testing or eligibf,lity or transfer, 0 
deteDmination r~cord&, progress 
reports, product asses.sment, samples 
of student f'S works, notes" and 
cdl:respondehce. 

312 
Attendance/Absen,ce Records - Record 1. year ~a~el: and/:ol:' 

of stUdent attendance/qbsence Electronic 

iIJ.cJ.udin~, d",ily office 'call sheets, 0 
sign-in sheets, and doct'or -& paren-e's 
notes 

313 
Cumulative' Photo' Rec.ords 1 year a,fter Paper and/ O~ 

,graduation ~le,ctronie 0 
3M 

curriculum 1 yeax after ~ape;c; a.nd/or 

aequests/Waivers/Suhstitutidns. - g,raduat;on ElEictl:onfc 

Records relating to stuqent requests 
for classes or waivers/substitutitms, 0 
where autho'rizing signature/initials 
from school district, staff is 
required {!>rincipaL, tea'char, 

n5 
counselor, etc.}. 

Parent/Legal Guardian Bermission Retain until Pap'er and/o;r: 

Slips for Internet, Access and FilI1\ end of scnool Ele.ctronIc 0 
Viewing yearr then 

destroy 

316 
Student Acc'eptable Use PoHcy - A. 6 i'I~ars l?~per and/or 

,form s5"gned by parentS' pennitting ;eleC:1:ropt~ 

student online access./ student 0 
in'formation to be used in the media 
as wei). as parent/te,a.cheA: email 
communication 

311 
Statement of Requirements and Re.tain until .Pape,J; ':al1ct/or 

Expectations Signed ahd Returned by ~pd 'of school Elect:ron3;,Q 
0 

Parent/Leg,al .Guardian year, then 
destroy. 

318 
Student Schedules/Contact Info:i:rnatioJ;? Until. 2~per and/or tJ supe,rseded Eleet:r:on:i:c 

319 
Interim Grade Reports l-iid-te):l!l; End, of Paper and/or 

status report of student pe.rfo,rmance current Ele;etronic 0 
with teacher comments not part of school year 

~20 
permanent record 

Student Organization Activit,Y Rec9rds 2 yeax:s after Paper and/or 

- Purpose, claus'es/budgets of student end of fiscal Eleccr'onic 
0 

clubs engaging in financia,J. year 

321 
activ1.ties 
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For'" ~~re . by', Rl::-3 
Soh. 

Reco~d Ser~es and D~scription Rec-ention 
Me~i'~ ,Type 

Auditor 'of,. R~ ... qulre, 
# . Period.- . Scafe~ 0:1:: (by, 

: .. ':, ':' , . LGRP 
,-'. 

LGRP 

AdUlt Basic Literacy :t. 'year Paper and/or 

Education/General Education faactl;onic 

pevelopment .• (ABLE/GED) Records, -
Includes student l:;egistrat:i,;on fO,rms, 0 
release or int.orrnation form, student 
pr¢gress fOrltlS', and standardizeq 
a!$S:$s$ment an,s,wer shl:!.ets. 

322 
cust'ody COUJ::"t Documents - Unti). Paper 'and/or 
Verification, of court establi'so.ed superseded or Electronic 

Q'uardianship/custod}:' student 0 
reaches 18 

323 years of age 
Notice of Flacement Ter.mination - A 5 yea;;rs PapQ,r a.nd/or 

notice of termina,tion of placement Ele'ctronic 

r~linquishing care and control, 0 
noticed received from the Coupty 

324 
Juven.~],e Court 

Child Abus~/Neqlect Refer,ral L_etters Tl1rough Paper and/or 

- Records related. to suspected child graduation Electronic 

abuse as reported to Cl.iild Protect'i-ve 
5.ervices or to' th~ :proper law 
enforcement agency - inCludes 0 
reports,. confirmatiQil of suPmissi<ml' 
correspondence, inquiries, racords 
documenting X'evisions/cbrrec.tions, 

325 etc. 
'-Teacher Grade. 'Books/Records 3 ,years Paper and/or 

proVided i::lectronil= 0 
326 audited 

Pre-School Sc.t:"eening Profile - 3 years Paper and/or 

ASQ/S~, GGG assessme'nt record. A P'le'pl:rqnic 0 
screening profile used for pre-school 

3'27 students 

Qpen Enrollment Forms - Re'qistrallon 5 years ,I?8per and/or 

of st.udent living outside the E).ectronic 0 
District enrolling ~nto th~ school 

328 
District 

Tran,sfer Records - Records: of 5 years Pap_e:t;" and/or 

students transferrin,g f,rom one school E1Eictronie 0 
'1:.'0 another {grantedlnot granted) 

329 
Emergency: I.nformation - A form Until Paper and/or 

containing st~dent emergency contact superseded .Elactrqnic; 0 
330 information 

Health/Medical Records Student 10 years Paper and/or 

visual and: hearing screening and afte:t: last &lect.ro'rii.c 

immunization records ~ Also iilclude:s contact 
record of health scree~ings such as 0 
audio/visual, physical therapy, 
speech-language pathology, anc\ 
pnysici,an, .instruct'ion's 

331 
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:cih. Record Series and Descripei9n Retention 
P~~iod 

332 

333 

334 

... "': ' ..... 

Health Logs Reco_J:d of health ca,re, 2 ye,ars 
se:rvices provid'ed to students. such as 
medication and first aid_. 

Free/aeduceq Price Lunch ,Application if years 
- Confidential applications for f,ree 
and reduc~d luI)ch b~n,ef,i ~s, 

Spec:i.al. ,Needs Rec,ords . ... .... 
Special Education, Tutoring Reports Retain 6 
These files -docUment tutotirtg yea~s after 
pr9v~ded to st~d~t5 through speoial $tudent 
programs. They inclUde authorIzation graduates or 
forms signed by 'parents allowing woulA have 
thei~ chi~~ to participate in the normally 
program-. qraduat~d., 

Psychological Reco,rds. {Restricted} -
Reco:rds that do'cument all students 
who, are provided counseling', 
Pysc,pological services, by the 
schoolrs counseling center. 
Clinicians provide, treatment 
conce'l;'ning personal problems, 
academic concerns, and career 
concerns. Reco~ds may include 
extens! v~, notes made by p:rov-ide,rs 
concerning the ,assessment, diagnosis'/ 
treatment and contacts fw~i~ten, 
telephone, or in person) with each 
student'; re-ferra'l letteL"s; release of 
medical records; lett~rs, to agenc.ie~ 
or others concerning' the s.tudents i 

Retain 10 
years after 
last conta'ct. 
Inform paren t 
or adUlt 
student 
before 
destruction 
pu,rsuant, to 
OAC-3301-51-
04 (0) (1) 

335 and other related material 

336 

EValtl_ation Team Report (ETR) - ]I.. 

report that is developed after -a 
series of assessment,s 9iven by the 
school p'sy,chologis_t, and others tb­
determine wqether or not the student 
ba's a disability' 

Retain 6 
ye,~rs after 
stUdent 
g;r:aquate§ OJ: 

WQuld !;lave 
normally 
gradllated, 
!n'fopn: parent 
or adUlt 
student 
before 
destruction 
pursuant to 
OAC-3301-51-
04 (.0) (1) 

Paper and/or 
Elec):ro,pic 

Pap'er at«i/qr 
Ele-ci'tX"onic 

?'a.P~'X"' a,nd/o.r 
s.eot:ronic 

Paper and/or 
~ectroni,c 

Pa~r and/Q,:' 
Electronic 

o 

o 

o 

o 

o 
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Sch. d' i Recor Ser~es and ~escxiption , Re.ten tion,· 
~o,r US ~ by;: RC'-3 
Audito~ of Require 

Med~a ,T),pe State or d py 

337 

338 

33~ 

340 

.:~ periot;3: 
.... 

Individual Education Plan (IE!?) - A Retain, 6 Paper and/or 
le9'al binding docUItlent that lists years. after Electronio 
goals/objectives and related services student 
that the student will receive graduates or 
throughout the calendar year based on woUld have 
the assessment resul ts of the E,TR nO.rIl@.lly 
(EvaluatiQn T~~ Report) graduated. 

504.//\0/\ Plan - Plan that allows 
various accommodations for a student 
with a general disability 

Inform pa-rent 
or adult 
student 
before 
destruction 
pursuant to 
OAC-330l-51-
O~ (0) (1) 

Retain 6 
,ye/il;'s after 
student 
graduates Or 
wquld have. 
normally 
graduated. 
l.n.form parent 
or ,adu~t 
student 
before. 
destruction 
pursuant to 
0/\C-330l-5.l-
04 (0) (1) 

Paper and/or 
Electronic 

Home Instruction (H-I) - Records tha~ ~e~ain for 6 Paper and/or 
identify stuqents that, .are on home years after Electronic 
instruction due to medical or severe student 
behavioral needs,. These records graduates or 
include lesson plans, progress withdraws 
report$, grades and time sheets of fram 
the tutor that worked with the district, 
student th'en destroy •. 

Transfer of Home-Based Student to ~etain for 3 
School/Oistrict - Records relating to years after 
the transfer of home-based student to student 
$chool/district, inc,ludinq placementl graduates or 
evaluation test results, notice, of withdraws 
transfer I' etc. from 

district, 
then destroy. 

Paper and/ox: 
Electronic 

LGllP . LGRP. 

o 

o 

o 

o 

14of28 



IR"ce,rd Series and Descript"ion' 

- Referrals" evaluations, 
le,ra.Lui •• :Lo:n .. reports, and notices for 

determined not to be 
fal:: the -special education 

and custodial 

I~;~;~~~:~: to ensure that the II fo~lowing the CACFP 

ensuring stUdent and staff safety 
school, including harassment and 

prevention plans 

or 
Safety Drills Records. 

tornaQ.o, fire, rapi,d 
I~~~'~~::~' arid school safety drills-
11 within a building. ~ecords 

include the' identi,ty- of tIle: 
.Ipex·sc,n conductin'g the drill, date 

I~~~:~~:~~:~~~~:~~ method, staff on c\uty and participating, 
of occupants evacuated, 
conditions simulated, 

enGountere:d, heath 

I :~·~~:~~'~~:: and time required tb complete evacuation, 
for school 'safety drills; 

conraLn the date arid time of 
cqnducted the ~~ior scbool 

whe" they will be conducted in 
cru:rent school year., See ORC 
73. 

by the city Fire lo,:ov'id.ed 

s~in:kler! and 'alarm svstl.ml 

o 

o 
o 

o 

o 

o 

o 

o 
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'. 

iFO~,~''''bY ~C=3., . :ch. .~ series and Descript;i,.o.n ' Reien t±::m ~~i~" Type of 
Pe;r:,i.Qd IState or, .~G~ .' 

, . " ILGRP , ...• ' . 

of aU . • . A 
12 years after I:~"e~ •• ~IQr 

heal th ~nspect~q):l,S end of "fiscal 0 within a p~ild;ng :year 

4.08 
'c _:. - Bay ~n 

forms, pay-out fo~; account 
12 yea,rs :~pe: •• ~IQx 

fo:c:ns/Dist. " b~dget foxms, 0 
requis,i tions; pur,Chase order; t:!,ck,et; 

409 
sales reports 

l;eceiPt.sa~~:r monies· !~::t;i-into 
at 4 Y~!~:A ;~~':: 'nd/or 

the 

410 office 0 
and - 4 ye~~s :~pe:_~~?::or 

RecQrd of ,; ,A;, l:i~d9'et ,"",~id~d 0 
41I 

I~, 
and - i2 years I:~per .n~lor 

,...l of money :being rE;!que,sted and a 0 of items purchas-ed form the 

412 
,n,n budget 

of, IUntil 1:,,0< _:~?£or 
and other mater~als 0 -.. .A and used w'ith the building 

413 
- IUnti1 I:~P'~ an~lor 

0 student policies, 

414 ,.~~", , and cod.es 
Use for one I~p,,: an~lor 
cycle then 

0 ""use 
.i A .. A no 

nM,';n'" 

~' " 

-. ,tor:i.rt o years ;~;~; an~/or 
, ,; ," ,i- of session school days as 0 wel.l_ as professional days foz: 

, 50~ 
- Names, phone ,:1,0 years, 

0 mnb""r~ and addresse,s, of all. ,', ' k' 
{by Ii 

503 

p~par_~n~lor V 
:' Ins and 14 ye~,:s' I::p~~~:n~{or 

- A record of maintenance, 

" ,rl 0 '~. ;". ·i. and repairs petfoaned or 
,"Ai "~ within the Ois.trict 

5d4 
and Until , 

- Inventory of ' ,;, 
0 by Di-s'trict ny d rlpn 

.~, ~;t 
50S 
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Foi:: use by RC-3 
soh. aecord Series and Description RetenUon. Media Type AUditor ·of. Re~re 
i Period State or d by . LGRP LGRP 

Building, Boiler & Maintenance Until Paper and/or 
Repo~s - Inspection/ maintenance superseded Electronic 

reports for each building including p:e.ovided 0 
boiler inspection/ maintenance audited 

506 
Prevailing Wage Records - Report of 4 years Paper ilnd{o:; 
hourly wages, benefits. and overtime, provided Electronic 

established by regulato~y agencies audited 0 for each trade and occupation 
employed in the pe"rformance of public 
work 

507 
Rental Infonmation - Records 2 years PaM,r and/or 
regarding facilities usage: building provided Ele..cb::onic 

permits submitted to use facilities audited 0 
by school or community individuals, 
athaetic teams or gr9ups 

508 
Work Orders - A, report of all 4 years Electronic 

0 requested maintenance/custodial work provided 
509 audited 

Environmen~al Reports and Data - 4 years Pa,per an~/or 
Reports on asbestos and other provided Slect.t'onic 0 

510 environmental issues· audited 
Vandalism Reports - Reports of 4 years Paper and/or 
vandalism througnout th.e Di.strict provided Elect.ronic 0 

511 audited 
Student Activity l?l.ti:pose Clauses Until Paper end/or 

0 superseded Elec.t;.roqic 
512 

Sales Potential Form (Student 4 years Paper and/or 
Activities) provided El'eQt.t:onlc:: 0 

513 <1-11dited 
Sales Potential Forms· - Fundraising 4 years Paper and/or 
permission form including the provided Electronic 

financial summary of the fundraiser audited 0 
upon completion of the event 

514 
Bids and Specifications 1 year Paper aDd/OJ::; 
(Unsuccessful) - Dqcumeptation of provided Electronic 

bids suppli.ed by vendo.rs for any audited 0 
project requesting bids in compliance 

515 
with ORC 

Bids and Speciflcati.ons (Successful} 4 years after Paper and/or 
Documentation of bids supplied by completion of Electronic 

vendors awarded any project project 0 
requesting bids in co~liance with 

516 
ORC 
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FOl: _ us e by_ RC-~ 

Sch. 
Reco~d Series ~nd Description Retention !o:!edia Type Auditor of ltO,quire 

t Period State or d by. 
LGRP LGRP 

Contractor Files --Contractor 5: years a-ftex: Paper and/or 
resolutions, additions draWings, etc. comple·tion of Ele-ctronic 

project 
0 provic;i~d 

audited and 
no- action 
p",ndin9 

517 
T~ansportaeion Depa~tment .. ' 
Driver Physical - A report of the 6 years (See, Paper and/or 
annual phYsical perfonned on drivers OAe 3301-83- Elec:t.ronic 

0 07-E.-7) 

518 
Daily Bus Schedules - may show bus Retain for 6 Ir~per and/or 
route, time trip began and ended l years after Electronic 

number of pupils car~ed, an~ d.ri ver.S end of school 0 
signature year, then 

destroy 

519 
Fuel Consumption Data - Fuel rE!!cords 4 years paper and/or 
for t.b..e buses 1?rov.ided Elec~ronic 0 

520 a~Qited 

Transportation Records ... 4 years Paper and/or 
1ransportation requests received from pl:ovided Electronl~ 0 
schoo.ls that include studeh~ ~nd audited 

52l busing information 

Field T~ip For.ms/Volunteer Driver Fiscal year Paper l1nd/o~ 
Fo:r::ms - Forms from buUding p1u~ Z yea.I;:s Elect.x:onic 0 

522 requesting busing for field trips 
Freventive Maintenance Reports - A Fiscal years Plipe-r and/or 

0 report of work performed to maintain plus 2 year.s Electronic 

523 equipment 

warranty /Guarante.e Warranty of Life of paper and/or 
equipl1!ent . equipment Electronic 0 

524 
Plant and Equipment Inventory Until Electronic 

sUpe'I:seded 
0 provided 

525 
audited 

Vendor Data: W-9 & 1099 documents 6 years • Pape%: and/or 
maintained as long as active vendor Cl,irrent Electronic 0 
then ~etention period is appli~d. provided 

526 
audl-ted 

Accident Reports - Law enforcement 3 years Paper and/ot' 
repor.ts regarding b~s accidents· provided no Eloctronic 0 

action 

527 
pending 

vehicle Reqistra,tion - Certificates Li.fe of Pape:r 
of title and registration paperwork vehicle 0 
frpm the BMV for cars', vans, trucks-r 
and buses. 

528 
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For Use ',?y RC-3 
Soh. Record Series and De-sc;ription Re~en:t:;i(m h1eciia-Type' Auditor ot R<!quire, 
f p~riod State or _by , 

LGRP LGRP .. 

Vehicle License - BMV licensing 1 year after Paper and/ox 
0 documentation of motor vehicles termination Electronic 

529 
Vehicle Records - Vehicle inslirance, Aft long as Paper and/or 
finance paperwork vehicle is 1!l~et.rQnic 

owned by- 0 
530 

Dhtrict 

Driver Cert,ification - Bus driver 1 year after I'aper and/or 
0 c~rtifica_tion form termination Electronic 

531 
Supplies Inventory - shop/mechanic Until £le:~tronlc 

0 532 inventory superseded 
VeQicle Defect Report - Recoxd of Life of paper and/Or 
defe_eta on each bus vehicle Electronic 0 

533 
Bus on Board Security & Surveillance Use- for one Elecaonic 
videos recording 

cycle th"n 0 reUse 
provided no 
action 
pending 

534 
Improper Student Conduct on school Retain for 1 Pap~r end{o,;r 
Buses - Records doc1ll!lenting instances year after Electronic 

of improper student conduct on school incident, 
0 buses including bus route, time of: then destroy 

incid,ent, nature of incident, and 
students name 

535 
APplication for Special ~e,tain f.or 4 paper cnd/oZ! 
Transportation - Application for yea:cs after Ele-ctronic 

students with physical end of fiscal 
disabilities/medical problems year or until 

completion of 
State 0 
Al,lditor's 
examination 
report, 
whic;hever is 
sooner 

536 
Bus Condition Checklist - Daily Retain for 1 Peper and/or 
evaluation of bps by drivers year after Eloctronic 0 

end of sch.ool 
year 

537 
Food Serv~ce8 Department . 

Food Service Records - Financia'l 4 years Pap&r and/or 

information, bre"akfast cost sheets', pr~vided Slect:ronic 0 
milk saId, menus, stud~nts served aUdited 

538 
Lunchroom ijecords - Cashier'"s daily 4, years paper and/or 
production sheets from eacn building, provided Electronic 0 

539 ca~~ ~eqister tapes audited 
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6Q2 

Reco:rd Series and Des'cription 

for free and reduced 
,benefits 

service licenser issued 
the board 'of heal.t:h of 

Contract between the. Di-strict and an 
outside vendor providing mealS and 
snack:~ 

Includes plan and 
submitted to Obio 

Education for program, approval 

prepared from the accounting 
system that' can be, reproduced f.rom aucfi ted 
the, computer records. 'This includes: 

tedgers t Budget Ledgers" 
Listing, Check R~gister, 

List:" I?u):cha:se Order Listing, 
/i\c:cc,w:ct:s Reports f , Financi~l summary 

Detail Re~orts 

& 

o 

o 

o 

o 

o 

o 

o 

o 

o 

o 
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POll': use by RC-3 
Sch. :Record Serie.s and Descrip,t:.t6tl ~e1:ent:ion Media Type 

Auditor· ·of Req,uire 
I Period state or· d by 

LGRP LGRl? 

Investment Ledgez Report of 5 yeaxs. Pape;r and/or 

intrestrnents owned by Qi$trict provided Electronic 0 
606 aUdited 

Foundation Distribution - Report from 5 years I?apar and/ol:' 

the Ohio Dept. of EdUca.ti.Qn for bi- ptovided Electron·i;c 
0 monthly foundation (state basic aid) audited, 

601 
receipts 

Tax S·e1:~lements (Semi Annual) and 5' .years p~pe:r and/or 

Advance$ - Pzoperty tax settlement provided Electronic 

sheet including adV"ances t"rom ·the. audited 0 
county Auditor included in the 

609 
receipts 

Budgets (Annual) - Tax budget that is S years Pape.r and/or 

submitted atuiually to the 'C.ounty provided Electronic 0 
609 Auditor audited 

Budget Working: l?apers 5 years: pa~e:r: and/or 

provided Sle~:r:on.1c 0 
610 aUdited 

Insurance Policies - Contracts 15 years I?ape;r and/or 
betw$en insurer and the Schoo~ after Electronic. 

district where the insurer, in e~l'i"ation 
exchange for premium payment, pays provided all 0 
for damages to the School District claims 
which are caused by covered perils settled 
under the policy language. 

611 
contracts - An-agreement with 15" yea·rs E'8per and/or 
specific terms betw~en an ent_ity with after El,.ectroniC: 0 

612 the School District expiration 

Bonds and coupons Ontil Papar and/or 

redeemed Eloctronio 0 
provided 

613 audited 

Accounts F~yable Ledger - Outstanding 5 years E,le.pt;rol).ic: 

payables provided 0 
614 audited 

Accounts Rec~ivable Ledgers - 5 years: PjlPIlt' ancl./p:r: 

Outstanding revenue due to the sch.ool provided Electronic 0 
6~5 District audited 

Vouchers, Invoices and purchase. 10 years Pl5per and/or 

orders - A vouchel:' is· a (ioc\lIIlenta.r.v provided sloctrol)ic 

record of a busines.s transaction audited. ORC 
(i.e. check or invoice) . A purchase. 3313.29. 0 
order is a document itemizing 
products/services to be. purchas·ed 
from a vendor. serves -as a contract. 

615 
State Progr~ Files - AuXiliary lO yea:r~ Pape.r and/ot.' 

services, recordS Of non-pub~p provided Electronic 

schoq~ funding provided by the Ohio audited 
0 bepartment of Education and through 

611 
public and privat~ grants 
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Fox: ifse_' py RC;-3 
Sel>. Record Series and Desc:ription Retention Audito!: '0£ aequ"i?;e 
# Period Media. '.T,Ype 

stat~, or «by 
, ' .. ' ..... LGRP'..::,. LGRP 

Federa'l Pro'grams .... Titl,~ l; ($tud""t 10 y~ars Paper al)~/o_r 
E'rogre$s Reports:) , II,/ III, I¥-B,. prov.ided. El,ec:trcnic 

IDEA, IV-C( VI-B, Chapter' 1." 2; Drug audited 0 

618 Freet etc·. 

'l'r:avel Expense' Vouchers - D'octunerit: of 10 y~ars paper "ndfor 
expenditUi:es foX travel 'of district provided Elecb:oniC> 

0 
619 employees audited 

Tax Anticipation Notes - 'Documents ,10 yea:cs paper and/oJ:' 

related to '~he p~ep~ratiQP' sal.e and provided, Electl."onic 

history related to iss,uance of- hotes audi.ted 0 
borro_wed against future tal< dollars 

62U 
State Re.inlbnrsement Se:'ttlement Sh;eets 5'; :years paper and! or 

I'):ovided Slect;conic .D 
621 audited 

Unemployment ClaiIqs' - DogumlSmtatiqn & years E'aper and/ol." O. unemployment 'fo:r. applicaticn of: Electronic 0 
unemployment benefits 

622 
Employee Bpnds, Boarp Membe::: Bonds; -. 5 years Paper and/o'r 

Docum:en.t·S' related to the performance ' Elect::onic 

and theft insuran~e pidder- h~1.d on 0 
requi:x:ed employee and board members 

623 
Certi.fJ::cate- of Estimated 'ResoUrces - 15 years Pap~r and/or 

County -docm:n.ent suppHed t,Q the; a£:ter Elec.t:ronic 

district certifying the estimated expiration 0 
resources prepared by the Distz;,ict.-

624 
Approp:riat~oI'l "ResoJ.utio.ns - 5. years Paper and/or 

"esolution app""ved by the Board of Electronip 

Education est'ablishing ahd ameI),qing D. 
the a.ppl!'oprij;i'1;,ioq 1;ol' the. Distdct 

625 
Tax Apportionments (Semi Annual) - 5 years .P_ap,!!.I: ","od/pr 

Documentation prepared by t~e County' Electronic 

Auditor and r~po:rt~ ,to the District to' 0 
record receipt of prop,e:rty, tax. 

626 
settlement 

Canceled CheCKS and Bank Settlements 4 years Paper and/or 

- All checking accounts pxovided Ele'C:t:t;<!IIl.ic I;] 
recoricilia-tion and statements au.dLted 

627 
Pub11Qat~on Notic~ Legal notice of 4 years' Paper and/or 

0 publication in the newspaper Ele~t.ro_riic 

G2B 
Tu~tion' Tees ~nd Payment,s - Recej;pt 4 yeal:$. ~{lP'.z;' 'an,d/or 

,records at the Treas'urer's Office provided ElE!C:tronic 0 
629. audited 

Ilnl?aid Student Fe'es Through- F.ape:r andfor 
0 gndUi'tion Electr1mic 

630 
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-
For us"e ,by Rq-3 

Sch. 
~ec9rd Se~ies and Description Retencioq 

Me,di;a, Type 
Audi t'?;: -'of Requir~ 

t peri~ .. , St,a:t;~;:o~ d by 
, LGRP.:: '~. '~ LGEtE 

School Finance (S.F,.) Monthl.y 4 years Paper and/or 
Statements - Bi-monthly reports for provided Electron~e 

the Ohj.o Dept. of Education to record audited 0 
receipts and expenditw:es related to 
the foun~tion payments. 

631 
Investment Records- -, :t:n.di ViAJ,lal 4 years PapEll: Bnd/o~ 

record of investments bank provided ,Slectronlc- 0 
conf1rmatiQns, w;'re tr,aJ1.sfer.9t copies audited 

632 
of CD's 

Travel Expense Reports 10 years paper and/or 
provided Electrqnie 0 

633 -audited 

state- Sales Tax Reports - 'State ot 4 years Paper and/or 

ohio s~-a~ua;L -sales tal:{ filings', provided ElEtctronJr; 0 
l;eportinq any taxable sales. audited. 

634 
Student Activity Funds, ... Student 4. years Pa,pe:c and/o.r 
activity funds, pay in forms, bank provided Ellec;tronic' 

deposit forms and receipts confirming aud).ted 0 
deposits ~de into student activity 

635 
accounts 

Check Registers- - Lists of checks 4 years Eluct;ronJ.C 
issued by the District provided 0 

636 audited 

Deposit Slips/Cash Proofs - Receipts 4. yea;rs Paper and/or 

for deposit sli~s provided Electronic 0 
637 auditec;i 

Receipt Books -, Rec~ipt~' tasu.ed fQr 4 years Paper and/or 
money J;"eceived. provided Elactronic 0 

638 auqited 

Extra Trip Records 4 years Papcr and/or 
provided Elect.r;onlc 0 

639 audited' 

~onthly Financial Reports Report 4 years' Electronic 
generat~d from. the system to repor~ provided 

0 the financial status the District aud).t",l" 
prepa-red on ,a montb~'y b,asis 

640 
Accounting Data OOCUItientation of 4 years papor and/or 

bids supplied by ve~dors for any provided electronic 
0 proj,ect .x:equesting bids in compliance audited 

641 with ORe 

sarvice Contracts - Contracts for 4 years Paper and/or 
0 services provitled from an outside provided 6cloctron1c 

642 education audited 

State SUbsidY I\epo.t. ~ lIPpl1cations 3 years _Paper and/Qr 

for driver education, pupil provided Electronic 0 
transportation ,and special education audited 

643 
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, ' , IFOr£~~~;~~ =:::?, . :ch. series llnd Description I'" _, IMediaTYpe ~J~~', .. , 
, .' , , " . I~~~~e:';i ' 

SUps 
I~~~:~~P" 

Ipaper 
0 

644 '" ,~ 

thepuxchase pf s~~:~h~~g I!nae~~ ajOter . or fisc,,). 
0 th~t is submitted for appr'dval ahci [year 

; then can be converted to· ~ ~rcl1ase 

645 
order 

" 

& ~~~ficatioh!'?' 4 .~:i~!rl ~~~: '~~,I or 
Oqcumentat.ion 

,646 
,~, 0 

<0 

"j 

"" .~ .~" 
':':' . - years ;;; 

full or pai'tial ., ' during pe'riod of 0 
701 

"'';.hn't, 

net 
' - at gross, to ,15 !{ears i:~P'~ 0 

702 
,~~vu, by employee 

- .of gross [75 ye-ars 1:~,!,e:'"~ldr 
to net caidulations -PX om!,la!{eE! and 0 

103 by ci,S,lendar yeal'; 

-.A of 115 years I~~::r:~~or 
" 

and accumulation by 
0 well a"s, l:eI:l.re'ment 

n+ "h '~i by employee 

7M 

Qua'X't~r~~' R~p~~t's - OBES reports 
I"' years ;~~::. a~~:or 

0 
{quarterly _earnipgs· and ~ecord af 

705 
wee}~:s worked by eroployeeJ 

IW-:<'s .an~ W-4's - ,,' s copy ajO ti. ~=,,:~ and ~f~.r and/o>; 

I~"'''''n"r year recai:;d oft,axable 
'":<'1.,....... ;~, a re;cord of employee d ",," D 

l-'~~H ,n 
IUb 

ex.emptions 

Tax, -' '~l1Q ,6 y,ears and i;~per an~/or , 
" of fede~al inc~~ ,tax current 

,,'~hho', and remitted IRS £onn 941 0 
707 

audited 

.ohio 
of Oh~:Xr~cametax :r~hheJ.d 16 year~ and I:~p •. r an~/or 

'and remitted IT-4 0 
70B 

,,,di . ,d 

ICJ.ty Tax - and [~ ye'!r~' and I~~~~:, andlor 
~f municipal.ity' incci:m~ ta~ ,,' and rel'!d tted ,,,'nAn 0 

709 
TaX - , and !,,~~:~~ and 

::,pe:an~/.r 
..,n ", record of School Dist::r:ict 

income tax withheld and. Lemittsd ~,," 0 
1 ,nii .. A 

, 

710 
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Fe!: ,{s~<1:iy ~~3 .... 
soh. Record SerJ.es and Descripti9n Retention. Media p,.~di*,9F;:of Re_qu1:;ce, • 1?e:r1od ~ype state· 'or', ,- d·by 

, 
.. liGR'I? ~ " LGR'p -

; 

Payrol,) .. Repc)):ts - Payroll ded,uction 4 years Paper and/o,r 

and distribution reports provided El'lctronic D 
711 a\ldited 

~ pa¥roll. Update Listing 4 years Paper and/'Q'J; 

p:rovided Electronic 
D 

712 aUdited. 

l?ayxoll Calculations - Eaper and 4 ye,i;1rs Paper aod/at' 

electronio repo;r:tSl u,se,d to balance. provided Ueetro:nlc 
0 

713 gross net 'calcUlation's audited. 

st,ate' Teacher$. System, and, Scnool Pe:rm.anen't, Paper and/or 

£mployee~ Reti~ement System -Waivers - EleCt,ronic: 

waiver forms for students anlor jobs D 
not eJ,iqible for -retir,ement 

714 wijohholding 

State Employees Retirem:ent System 4 ye'ar~ £'apel:;' and/or 
D (SERS) - Record of SERS witliho~dirigs provided. Slectronlc 

715 moiljoh~y aud;i.bd 

State, Teachers. Retirement Sys,tern 4. years pa~r anQ/or 
(STRS) Record of STRS withholdings provid:eJi Electronic D 

7l.6 pex pay and annual 'audited. 

Annuity Reports 4 y~a:,r:s Paper and/or 

provided Electronic D 
717 audited 

B~nefit fo-Id.~r,s/~eport,$ ~ I,istinq of ~ yea):'s Paper and/or 
employe_e's benefit enrollments pr6videct Electronic D 

718 g\.!dited 

Employee ~eCWe_sts .aud/o,x. 4 year.· Paper and/or 

Authorizatidn for Leave Forms - provided El.~ctxo.n.tc D 
Re@est. .or sickr va.cgti.9Il, p~n;s,Qna,l, , audited 

7l~ 
or other l-eave 

Deduction Reports - Vo~unl:a:t'Y: payroll 4' years. Pepclr and/or, 
deductions per pay- th03:t inqlud~' a;L~ providec\ ' Eleccroatc 

0 d,ed\lction withholdings for each aUdite.d 

, 7.20 employee 

Employee Vacation/Sick Le~v~ R,ec9r d,s ~ ye;ars papar and/O,t 
- ,Recdros of each; employ~e/ s si,CK and provided Sle:ci:ronlc D 
vacation leave audited 

721 
T:i,~ Sheet-s - Re.cord of hours workEld 6 years Paper and/or 

pro'lided Ele!±I'orfl.c D 
722 audtteq 

Overtime Authoriza:tion 6 years' Pape~ and/or 
Elect-rante, D 

723 
EmpJ:oyee Insurance Bills Monthly 4 years' Paper andJol: 

recenciliation of employee m,edica~, provideq. Electronic. 
D 

dental and life insurance bIlls' aUdited 

724 
Paycheck Register - Listing' of chec~s .f.1 year.$ Paper.and/or 
issued eae;h pay pr.ovided Electronic D 

725 audited 

250128 



'-
. 

", iFo< ui'. by [!~-3 '. :ch. Record Series ~nd Description Il1edi. Type 
of :; . I~~;e-;;< . [~:: ..... 

.. - ILGl'-P. 
Bank Statem"nt - 14 ye"". I ~~per _~~~~ or 0 bank statements p.nd reconcilia:tion 

,~ • 726 .~ 

- Forms to [lJiiITl I ~~:~~t~~~~ or I N 'd~duc'tions from an . or -, . 's pay -, 
.,: .. 0 

727 
~~:ti-afte" I~~~.:.n~'~r 

0 P~ic.i - fully 
729 

~ ~ .~~ ·.·,.:.'> ... ·C:'~. 
State Audit .:j~AAI.' .. r;;- yea):"s' . ;~~.r .nd'~r . 

Accounting Prin,ciples) 0 
R~por~s- Annual fin~cia1 audit 

801 reports 

-".. IS.E.) 7 Years oaper and/or 0 
802 

(v.E. ) '>' - 5 )lear. • :~p.:and/or 
nn""" 0 

803 
Ohio Core Data IOCCD) ">" '5 years :~pe:.n~/o" 
IData on revenues and expenditures per 0 
[pup; 1 made by school distriots. 

804 
'5 years. :~P'" a",!' or 

0 
805 

Ohio of ~~u~ •• (ODE) rs-years I:~p.r .n~'or 

~~~~. - Academic :t:'eports f1;Oll\ the 0 
Department of Education 

806 
- for 5. I;~P~: .• n~/or 

student years after 
,"~H,'" .•• in an alternative' ehd of school 

experience program~ ;lear then 
T •• , b,\lt is ,not limited to: 

, 'of, attestation! statement of 
,,;.,- d±,St:t.i,c1;: r,ele!a,se' fo:on 

.anq/or shared agreement (if sharing 
student); written student ~e~~ning 
I~~,~ (sta.t:t/st;op date,s) t appr9:val 

when district/teacher appreves 0 plan; estimated hours 'per week of 
participation; instructional 

i;:r,'·~ neadedi' timellnes and 
for evaluating ,student 

".l..~i~' ; specific;:; learning 
'~~j' . ';~.~"< " 

i, ;1..~TmQnthly 
:;- ,,', arid weekly 

·~H nno with student land 

807 
I~~~ .. \~~;; ~~; for student 
~-8) T'i~ dates, when 
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For use by RC-3 
Sch . Record Series and Description Retention Auditor of Require 
II Period Nedia Type 

State or d by 
LGRP LGRP 

Civil Rights Reports U. S. Permanent Pilper and/or 

0/ Department of Education Civil Rights Electronic 

Data Collection and any past reports 

808 
Title IX Reports - Includes any 10 years Paper and/or 

~ required reporting as requested by Electronic 

809 state or federal agencies V 
State Minimum Standards - A record of 10 years Papar and/or 

p/ minimum standards given to the Electroni.c 

District by the State Department 

810 
Personnel State Reports (SF 1, CS- l) 4 years Paper and/or 

provided Electronic 0 
811 audited 

~':orker' s Comp \"1age Reports 5 years Paper and/or 
El ect:onlc 0 812 

I'lorker's Comp Payroll Reports 5 years Paper and/or 
Electronic 0 813 

Bank Bal ance Certification (Co. 5 years Paper and/or 

Audi t o r ) E:IGctronic 
0 814 

Transportation Reports - State 4 years Paper and/or 

transpo::cacion reports, T-1 and T-2 provided E:lectronic 0 
815 audited 

IEMIS Reports 7 years Paper and/or 
Electronic 0 816 

General. Records 

Directives, Standards, Laws for Until Pliper and/or 
0 Local , State, and Federal Superseded E:lectronic 

901 Gover~~ental Agencies 

Executive Correspondence - 5 years; file Paper and/or 

Correspondence of the District with related Electronic 

Superincenden't. and Administrative records if 
staff dealing 'tIith signi:icant content 
aspects of the administrati on of the requires 0 
Discric't. Includes information longer 
concerninq agency policies , retention: 
procedures, progra.~, fiscal and appraise for 
personnel matters. historical 

val ue . 
902 
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For use .by RC-~ 
Soh. 

R6l:ord Ser.i,es a.nd O"escri];:ltion Retelftion Media Type Audito'r o·f· Require 
I PQriod State or d by 

LGRP LGRP 

General Co~respondence Requests for 2 years Paper and/or 
information pertaining to Eleceronlc 

i~terpretatiQn5 and other misc. 
inquiries; informative - does nat 0 attempt to influenGe policy ... 
Including copies of Qutgoing 
correspondence maintained for 

903 reference purposes, 
Transient Correspondence/Ma~erial- Retain until Paper and/or 
All informa~ and/or temporary I).O longer of ElectroniQ 

messages" and note.s r including email admin:Lstratlv 
and voice mail messages, and all e value, then 
drafts used in the' production of destroy 
public records that do not set 
policy, establish guidelines or 0 
procedures, certify a transaction or 
become a receipt. Includes 
communications which convey 
information of temporary importance, 
refe~ral lette~s, and requests for 
routine information or publications 
provlde4 to the public by the 
District which are answered by 

904 standard form letters 
Copies, Duplicates., Non-Records - Until no Paper a,ncUor 
Items .not included in the scope of longer of El6ctronic 

official records as ctefined by ORe adrninistrativ: 
149.011 (G) which may include e va·lue 
convenience copies, des~rib~d as Don- O 
official copies of records, used fOJ: 

convenient reference, that duplicate 
official records kept by the office 

905 of record. 

Exposure Reports Report of contact 7 years Paper and/or 

with blood or other potentially Electronic 0 
906 infectious materials 

Inc~dent/Accident Reports - A report 7 years Pap_~r andlor 
of studentl employee inj uries .or provide;d no t..I.ectronic 

0 accidents includin9 placer time and action 

907 witnesses pending 

·Note: Some record.s listed with a media type of Paper and/or El.actroni.c format only' 
exist in paper form curre'ntly but may be' arcn,;i.ved ele;c~ronically in the futu,re, 

Audited means: the years 
encompassed by the records 
have been audited by the 
Auditor of State and the 
audit report has been 
released pursuant to 
Sec. 117.26 O.R.C. 
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