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"RECORDS RETENTION SCHEDULE {RE2)-Piit 1

See instructions before completing this form. Must be submiited with PART 2

Section A: Local Government Unit
Triway Local School Digtrict

(local government entity) (unit)
Sue A. Kruse g AN Treasurer 01/08/2018

(name) (itle) (date)

—
signature of responsi Eoﬂ‘iclal)
f b

Section B: Records Commission

Triway Local School District peeods Commission 330-~264-9491

. (telephone number)
3205 Shreve Road Wooster, OH 44691 Wayne
(nddress) (city) (zip code) (county)

To have this form roturned to the Records Commission electronically, inelude an email address:
trwy krusee@tccsa.net

1 hereby cerlify that our records commission met in an open meeting, as required by Section 121,22 ORC, and spproved the
schedules listed on this form and any continuation sheets, I furthey certify that our commission will make every effort to prevent
these records serles from boing destroyed, transforred, or otherwise disposed of in violatlon of these schedules and that no record
will be knowingly disposed of which pertains to any pending legal case, claim, action orrequest, This action is reflected in the

minutes kept by this commission.

éﬁw.ﬁf‘? U 01/08/2018

Records Commission Chair Signature Date

Sectiop-CHOhio Hist(:ry Connect}on - State Archives ) . "oa
/C//;M.%/ /Mww/y - M///Wiffj%lﬂd/d /Jm/m/fmf / "Z”/J/

Signature Title Date

uditor of State

///5/7&:/ s /74{(/5/ £Co. e ﬂﬁc—,z,_ I-7-/8

Signature Title Date
Please Note: The State Arclilves refains RC-2 forms pertnanently, It is strongly recommanded that the Records Commission

retain a permanent copy af ills form
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Section E: RECORDS RETENTION SCHEDULE (RC-2) .

See instractions before completing this form.

Triway Local Schoof District

SAO-/LGRP-RC-2 (Part 1 & 2), Rovised August 2014

) @ ) @  [Fody - s
Schedufe Record Title and Description Retention Media | Forilseby i
Number ’ Period Type |- -Audftoriof |:

. Statbor .| HyLGRE
s LEREED o v
1000 B 1 e Records L
L0 Board Meeting Minutes—Treasurer {all actlons taken by the [Permanent Paper/ T / ’
) Board of Educatlon) Electronle SRR R ',. " V :
H101.1 Board Meeting Flectronlc Racordings — Treasurer (not D, years Electronic PRI S ey
currently In use) D
,gu,g@y Blue Prints, Plans, Maps —~B&G/Business Office Permanent Paper .
: w Daeds, Easements, Leasas —Treasurer Permanent papar
1104 Board— Pollcy Books/Adopted Policles —Superintendent {1 yrafter Paper /
, supetseded Electronlc -
1105 sdministrative Regulations/Procedures — Stuperintendent  |Lyrafter aper / SRE A 1
. superseded Electronlc |- - b
jeg Court Declslons —Treastirer Permanent Paper ST
1107 Clalms & Litigation —Treasurer 5 yrs after closed Paper/ - R 1
Electronlc SO T
[£201 Elactions ~Treasurer 10 yrs Paper
1202 Record Disposal Forms (RC 3) —Treasurer 10 yrs Paper
1208 Bargalning Agreements —Treasurer 10 yrs after Paper/
explration Elactronlc
1301 Workers' Compensation Clalms—Superintendent 7 yrs "Electronle
1302 ank Dapasitory Agreaments —Treasurer 1yrafter Paper
superseded
1505 Board Meeting Agendas/Notes —Treasucer 1. calandar yr Paper /
’ nrovided audited {Electronlc
1401 Adopted Courses of Study —Superintendent Untll suparsaded [Electronic
1402 Adopted Speclal Educatlon Programs = Superlntendant Untll superseded (Electronic K '
.- .. .,.'...-:"._ b o
1403 lAdopted Speclal Programs —Superintendent Untll superseded fpaper/ |77 AT T 0
ElectronioHeH TX;!:C! means; ihe years,
anvoimpassed by thevdcords

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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Section E: RECORDS RETE‘NTION SCHEDULE (RC-2)

Sae tistructions before conplering this form,

3 o

flO

AS

Teway Local School Distrlct

1) @) (&) ) O
Schedule Record Title and Description Retentlon Medin | Forugeby | RC—E
Number Period Type Auditor of-," | Required *

. :Staté or: Iiy LGR;I’
- - LORE
1450 Emall / Volce Mall Discretionary—  [Electronle [LF . T
Sp directives : i . :
2000 Human Besources - Emplayes Fllag - i ,
iAppllcations; contracts, solary notlces, evaluations; persohnel ' :’ -
lactions, transeripts, and other pertinent documents) ‘ -
2101 Active Employee Files — Certifled & Classified— 3 yrs - Paper “{paper/ 5 ;
102 g dent & Treasurer Permanent - Blectronle : I
uperintendent & Treas bl ' )
2103 Inactlve Employee Fllas— Certifled & Classifled — 3 y7s—~Paper per/ R
2104 superintendent & Treasurer Pe":‘;)‘:]’:t' Electronlc ' .
2105 Civil Rights, Civll Services, & Disciplinary Repaorts — yrs—Paper Paper /
Superintendent Farmanent- Electranic :
ic i K
2108 Substitutes / Extra-Currleular / Advisers / Coaches, etc. ~ yrs—Paper Faper/ '
Superintendent & Treasurer ermanent - Electranie v '
2304 Unemployment Clalms —Treasurer 5 yrs Papar .
2306 Applications {not hired) — Superintendent 2 Y15 Paper/ -
Flectronle | A
hd 1
2307 Schedule of Employees [Work Calendar) ~ Suparintendent & [Flscal Year plus 2 Paper/ o
Treasurer TS, Elactronic N 3
2310 -9 \mmigration Verification Forms {Included Ip 2103 and P yes—Paper Paper/ TS
2104}~ Superintendent 8 Treasurer Permanent- Blectronle |11 ., ' i
2401 lob Descrlptions — Superintendent Untl soperseded (Paper/ ! 5
Electronlic
2402 LPDC Records— Superintendant & LPDC Committee Untll superseded |Paper/
Electranic
2000 Ftudent Recards
3101 tudent: Record Foldars —Bullding Princlpals/Secratarles yrs~ Paper Paper /
P -
*¢| Pa.per permanent 4 not sca.nncol lactranl Hlectronic
KBnrallment/iiikdrayee tnformation, Grades/Trankcripts, Acttvitles, Ateend
ndlyidal Test Results ~ xiandardized, proflelency, a_pmudl,lnlmwﬂon,
1, 2Em Tef, oo N 477 l)
31072 Stu dent: Schedules / Contact information —Bullding raduationar  [Paper/
Secretaries untll superseded [Electronlc
47201 Health / Medical Records—School Nurse 15 yes after Paper/
aduatlon #lectronlc
202, Discipline Records — Bullding Principals/Secretarles yr after student |Paper /
leaves bullding  Electronlc
|

SAO-/LGRP~RC-2 (Part 1 & 2), Revised August 2014




4

10

Page of
Section E: RECORDS RETENTION SCHEDULE (RC-2)
See Mnstructions before completing this fornt,
Triway Local Schaol Distrlct
6y (2) (3) {4) LBy ey T
Schedule Record Title and Description Retantion Medla | - Fofuseliy ® T
Number Perlod Type 1. Auditerof. - ' Requlred
" Stéteor | hylGRP.
b -.: LGRP' - A ."4:
3208 Psychological Records (Restricted) — Speclal Education 15 yrs—Paper/ Paper/ - "
Director Permanent Flectronlc L .
Jg'gtmn]c . v 1
3204 Child Abuse & Naglect Lettars— Bullding Secrataries / Through Electronlc
iCounselors / EMIS Secretary _ raduatlory
3205 Cusiody Court Doctiments — EMIS Secretary Untll superseded [Electranic
3301 Grade Books & Records ~Student Information System 3 yrs Electronlc A
13302 bre-school & Kindergarten Screening —Bullding Secretarles 13 yrs Paper/ .
i Electronlc
3303 age & Schoollng Records (Work Permits) —Superintendent 13 yrs Paper/
Flectronic
3304 ccldent Reparts—Schaol Nurse 5 yrs provided no Paper / .
ctlon pending  Electronic '
3305 Final Indlvidual Education Plan {IEP) —Special Educatlon S yrs - Paper/ Paper /
Dlrector Permanent Electronic .
3306 Frea & Reduced Lunch Application ~ Superintendent & 2 yrs—paper /4 {Papar/ Vo
Treasurer vrs ~electronic  [Electronlc . ) P
3307 interlnt Grade Reports ~Princlpals & Bullding Secretarles  [End of current Elactronlc = . L
chool year o G-
3808 attendance Reports ~ Principals & Bullding Secretarlas P yrs. provided  [Paper 7_1 ;
faudtted } o
EPTR ¥mergency Informatlon ~ Bullding Secretarles Untll superseded [Paper/ \ ‘
Electranie R

SAOQ-LORP-RC2 (Part 1 & 2), Revised August2014

Audited means: the years
encompassed by tho records
have been audited by the
Auditor of State and the

audit report has been
released pursuant {o
Sec. 117.26 O.R.C.
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.Section E: RECORDS RETENTION SCHEDULE (RC-2)

See Instructions before completing this form,

10

SAO-LGRP-RC-2 (Part 1 & 2), Revised Angust 2014

4000 l{ding Records i
4202 Tornado & Fire Drlll Records — Bullding Principal It yr iElectronic l L -k ]
4209 Buliding Health Inspaciions — Bullding & Maint yrs after ond of Aulitoet i s t}‘z ~
ullding Health Inspections ~ Bullding & Maintenance yrs after end of Paper e “the.ve
Supervisor; Bullding Principal flscal year ?."“Omp‘aés d bil they: arg
22 TP — Co
4301 Student Activity Records— Advlsor 2yr afterendof  Paper, Rt 1 alidite
Ml yorpeonded Klectonc  \UGEOr OF Silzge agrig ¥h ¢
4401, Texthook Inventores — Bullding Princlpal Untll suparseded  [Paper N i;‘.t"i ¥ épOTl’ f as-beéﬁ T
rleasan myivil: . . .
ol aved purduant ¢
4402 Supplles Inventory—Bullding Principal Untlt superseded  iPapet YEC. 117.26 O|iR C.-
4403 Student Handbaoks — Building Princlpal Untitsuperseded [glectronic s T
4404 Unpald Student Feas - Atllding Princlpal Through graduation Electronic
11405 Bullding Securfty & Survelllance Videos — Buliding Princlpal 1t yr Electronic . »l;
14406 OHSAA Membership ~ Athletlc Director Untll supersaded  [Paper i ’
5000 Cantral Deparimental Records . =
5201 School Calendars ~Superintendent 5 yrs Paper, T . -
Electronlc - :
53011 Repalr, Installation, & Malntenance Records—Bulldng & [ yes Paper, [ .
IGrounds Malntenance Supervisor Electronic -
5302 prevailing Wage Records ~Treasurer 2. yrs Paper, A
Electronic “ "
5303 ental Informatlon (Use of Faclllties)~ Superintendent 2yrs Paper, ¥ ;
Electronle -
5304 FWork Orders - Bullding & Grounds Malntenance Supervisor fLyr provided Paper, B
pudited Electeonic
5a05 Environmental Reports & Data - Bullding & Grounts ¥ yrs provided Paper,
Malntenance Suparvisor ' puditer Elactronic .
5306 - NVandallsm Reports - Bullding & Grounts Maintenance 4 yrs provided Paper; . e
supervisor, Bullding Principal pudited glectronic c
5307 Ktudent Activity Purpose Clauses —Treasurer Until superseded  Paper, o
Electronic . .
s 2 1
5308 Student Activity Sales Potentlal Forms —Treasurar 3 yrs provided Paper, ’ Al
audited Electranic \ ' .
5300 Blds & Speclfications (Unsuccessful) ~Treasurer 2 yrs Paper y cr
5310 Blds & Spacificatlons (Successful) —Treasurer 5 yrs after paper S
. sompletion of '
profect. i S K
5311 Contractor Flies — Treasurar Untll project Paper N
icompletion pending " ,
5401 Prevantative Malntenance Reports~Buliding & Grounds .y Paper [ .
Malntenance Supervisor . . ;
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

See fnstructions hefore completing this form,
402 arranty/Gliarentee ~ Bullding & Grounds Malntenance ¢/Warranty of  |Paper, o
Supervisor E'J”'Pmﬂnt Electronic L
5403 Bullding/Facllities & Equipment inventory ~Treasurer Untll superseded  [Electranic . ._ » ] .
provided audlted L R
5404 Public Recards Request ~Treastrer i yaars Paper, IR _' N T
Electronic AP '
Transportation Department N T
5340 Driver Physlcal—~Transpartation Supervisor 2 yts after Paper, A; T T
terminatian Elactronic ‘Jdlfed, mearis: th e'y gats
i L Colhek}
5341 Fuel Consumption Data ~Transportatlon Supervlsor - : uvl;[st zénvlded Paper f‘;' ‘\';"‘“P:?’_SSE 'by the regort
; ebeen audited by thp
5342 Transportatlon Recards —Transportation Supervisor 14 yrs provided Paper, H Fa(tor Of-Sta' e and thé
pudtted Electronie & dltrepol-t has Bean -
5343 Fleld Trip & Volunteer Driver Farms—Transportation byisprovided — papec— TRIBASEd pUFS) ant to-. '
Supervisar pudited Sep, 11726 9] ?p-'r\
5441 Accldent Reports —~Transportation Supervisor; Treasurer  Pyrsprovided o [Paper, N LS
petlon Electronic
5442 Vehicle Registration~Treasurar (ife of vehicle Paper,
Electronlc "
5443 Vehlcle License—Treasurer L yr afier explration [Paper ot
5444 Drlver Abstract—Transportation Supervisor Lyr Paper, L E
Electronic - woen
5445 Driver Cartifications —Transportation Sugervisor [ yr after Paper, L
kermination Electronic .
5446 Supplles Inventory=—Transportation Supervisor Untll superseded  [Paper, R ! MR
Flectronle T
5447 Vehicle Defect Report—Transportation Supervisor Life of vahicle Paper; o 1
Electronlc . :
5448 On-Board Securlty & Survellance Videos —Transportation  wks Electronic ' o B
Supervisor . .
5449 Extra Trip Records —Transportation Supervisor B yrs pravided Paper, ,'-." . N
udited Electronlc K AT I
Food Service Depart
5561, ood Service Records— Buliding Head Cook 4 yrs provided Paper, T
audited lactronic T
5562 Lunchroom Records— Fond Servlce Supervisor 4V£.p(r‘ov!ded Flectronlc o R
pudite AT
5563 Lunchroom Reports — Free and Reduced Lunch~Tressurer &2 yrs—paper/ 4 [Paper, K L
Superintendent yrs - electronie  [Electronic N I
5564 Inventotles — Bullding Head Cook Untisuperseded  [Paper, e ' .
Electronle )
5565 Lunchroom Licanse —Building Head Cook . yr following Paper, RN AR
xplration Electronlc : ‘ B :

SAO-/LGRP-RCZ (Part 1 & 2), Revised August 2014




See inglructtons before completing this form.
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

of 10

000

Flnapnclal rds .
5101 Annual Financlal Reports—Treasurer 5 yrs Electronic ’ B . .
VAll monthly/quarterly/anntal financlal reports created by the . ';- "
suftware system) | N
6102 IActivity Fund Cash fournal & Ledger ~Treasurer 5 yrg Electronic i 3
41l monthly/quarterly/enntial financlal oetivity retained by the : 3 i o
koftware system) g . X
5103 Bond Reglster—Treasurer S yrsafterfssus  [Paper - N .
explres 3 e
16104 Securlties —Treasurer 2915 — paper/ S yis {Paper, ‘ X
: - efeatroplc Elactronlt _‘
G202 Investment Ledger—Treasurer 5 yis Elactronlc
6202 Foundation Distribution—Treasurer 5 yrs Elactronlc » "
6203 Tay Settlements—Treasurer 5 yes Paper N B ]
5204 Budgets (Annua) & Tax Budget) — Treasurer 5 Yis Electronlc o :
6205 nsurance Policles ~ Treastrer 5 yrs after Electronic o
Expfmﬂun provided g
Il clalms settled E
6206 Contracts — Treasurer Syrs paper / T A
Flectronle T e T
6207 Bonds & Coupons—Treasurer Untll redeemed  fPaper / Yivad moansk the vearst
P provided audited  Iejactronic Au ;ht_ed mean_s"ﬂ]e yearf.
6210 Budget Workpapers — Treastirar 2 yrs provided paper/  CMURMINPABOBLAILY ME T prd
: audited Blectronic_haYe béen audilteéd by the
G211 Vouchers, Involces, Purchase Orders, Warrant Checks— 3 yrs paper / 10 yrs [Paper/ Au jltor Qf Staﬁ vand the :
Traasurer lectranlc Electronic | [t e el Ly v o
6212 State Program Flles ~Treasurer G vis paner/ 10yrs paper/ e qub AERUTLIEGp DEBTL- o
electronlc Blectronic reljiased pursupntto . ..
6213 Fadaral Program Flles—Treastrer 2 yrs paper / 10 yrs [Paper / B 117 VBEC:
electronlc Electronlc Se ‘?’.’ 11?'260 -'F _,'c'-. o
6215 Tax Anticipation Notes—Traasurer 2 yes paper /10 yes Paper/ R BN
electronic Elactronlc s L
6216 State Relmbursement Settlements ~Treasurer 2 yis paper/Syrs [Paper/ S
electronic Electronic .
6217 Unemployment Clalms —Treastirer 2 yrs paper /S yrs  Paper/ :
olectronic Electronle
6218 Employee Bonds—Board, Superintendent; 8 Treasurer 5 yrs Papar /
Electronle
6219 Certificate of Estimated Resources —Treasucer 2 yrs—paper/ 5 vis [Paper /
—elactronlc Electranic
6220 Approprlation Resolutlons ~Treasurer 18 yrs Electronle
6222 Tax Apportionments - Treasurer 2 yrs—paper/ 5 yrs [Paper /
- alectronlc Electronic
65723 IFve Year Forecast—Treasurer yrs Ejectronle
5301 Rank Statements —Treasurar vgls P&OVTde Electronlc e g
udite M A
5307 Publication Notlee —Treasurat W yis paper/ et D
Electronle e L b .
6303 Tuftion Fees & Payments~Treasurer 4 yrs Electronlc I 1z -
5304 lschool Finance Monthiy Statements - Treasurer 2 yrs Electronic 1o

SAO-/LGRP-RC-2 (Part 1 & 2), Revised Augnst 2014




Section E:

See insiructions bafore completing this form.

Page 8 of 10

RECORDS RETENTION SCHEDULE (RC-2)

- electronlc
rovided audited

Electronlc

6305 ?nvestment Records —~Treastrer la-yes lactronlc . ;
6308 5tudent Activity Fund —Treasurer B yrs provided Paper, ) T :
udited Electranlc ' ol
6309 Check Reglsters —Treasurer s " |Electronlc L0l _
6310 Deposlt Slips & Cash Proofs—Treasurer 2 yrs—paper/ 4 yrs Papar / ¢ '
~electronle Electronic "
provided audited R
6313 Recelpt Baoks —Building Secretarfes Ryrsprovided  [Papar/ ; ’- .
‘f‘”d’md Electronic | . 3 .
5315 Maonthly Financlal Repotts — Treasurer [5 yes Electronic N -
6316 iAccounting Data —Treasurer 2 yrs~ paper/ 4 yrs [Paper / )

6317

. [2yrs=paper/ 4yrs Paper /

Service Contracts —Treasurer
- electronic Elactronic
provided sdited ! .
6319 Dellvery & Packing Slips - Treasurer 1, yr provided Paper / -
faudited Electronlc *
7000 pavroll Related .
001 Payroll Ledgers—Treasurer Permanent Electronic . i
YAll monthly/quartedy/annual Payroll repurts ereated by the .
software system) s
7102 Earnings Reglsters—Treasurer ermapant Electronlc i N
7103 Payrolf Reports—Treasurer Permanent Electronlc TREEE
7201 Aureau of Employment Quarterly Reparts ~Treastrer 7 yrs Electronic 3] S
7301 WW2s, Was — Employer Coples—Treasurar Yis—paper / 6 yes [Paper / ; : Y
and current - Elactronlc : . .
electronlc ol : X
KLy 1 _' i . E
7302 [Federal Income Tox— Quarter & Annflal—Treasurer Gycand curent [lectronle | v eo MG e AT ar
orovided audited _ncompassgd by the fec
7308 Ohlo [ncome Tax~ Quiarter & Annual—Treasurer yIs :n: nuTn; Electronic nave béengudited bylthe
Ilite . L0 T RN
: rodedand Attditor of §itate and the
7304 Clty Income Tax -~ freasurer 8 yrs and currant  ifllectronle audit reneiihag hon
kravided audited - aUdlt reP ort has been
relanead nysuant o
7305 School Distrlck Income Tax —Treasurer 6 yrsand current  [Electronle ks e e e e’ B o
' brovidad auditad S¢6.117.26 DR.C."
7306 [Payroll Reports ~Treasurer 4 yes provided Electronic SR
VAl menthly/quarterty/annual payroll activily retolned by the budited 3
oftware system) e R
7307 Payroll Update Listing —Treasurer 4 yrs provided Electronle o e .
. audited ' | e e
7308 payroll Calcuiations ~ Treasurer n yris pzovlded Electronic W o
udfte s
7309 Walvers — State Taachers Retfrement System & School Pormanant Paper E : ‘ '
Employees Retirement System - Treastirer '.1 3
r 1 . '. -
7310 choal Employaes Retlrament Syster [SERS) Reports - 4 yrs Electronic : : ;'. .
reastrer et
7311, State Taachers Retlrament Systent (STRS) Reparts - Treasurerth yrs Electronic . e
7312 lAnnulty Reports - Treasurer K yrs Paper . ,;I "

SAO-LGRP-RC-2 (Part 1 & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

9 of 10

See instrictions. bafore completing this form,
7313 enefit Folders & Reports - Treasurer yrs provided Efectronic :
udited :
7314 Employee Request and/or Authorization for Leave - 4 yrs providad Electronte ' .
' ITreasurer audited ' . L ek
7315 Deduction Reports {(Voluntary Deductions) —Treasurer 4 yes pravided Elactronlc ' 1 -
. budited '
7316 Ernployee Vacatlon, Slck, Personal Leave Records ~Treasurer}t yis provided Electronle e e
7317 Imeshaets 7 i fied Adited meanls. 1 'S
A Timeshaets —~Treasurer yrs provitle Electronle RN ik A
t”d"e" f fJCngagsgd by the vador
7318 Overtime Authorlzation ~Treasurer yrs provided. Elactronlc “‘mf‘ peen-__aq; ited byth A ﬂ
udited Auditor. of Stalla s ser
7319 Employee Insurances — Meadical, Dentsl, & Life —'Treasurer {4 yrs provided lectronlc aukﬂit’ - it nleidiall tlL
. viited b report has boen. -
7320 Court Ordered Garnlshment ~Treasurer hyrsafterclaim  [paper |- PewSR PUrsUant fo .
settled/pald Sep. 11 7% 00~ .
7328 paychack Reglster ~Treasurer ysprovded  [Hectrople |- . L
udited ) : - |
7324 Payroll Bank Statement - Treasurer 4 yrs provided Electronlc
budited 3
7401 Deduction Authorlzation —Treasurer luntll superseded per - E
18000 Reports < : . 2
N - ;
8201, State Audit, OCBOA, and Financtal Reports—~Treasurer 5 yes Electronlc nilhy . .
8204 School Finance (formerly 4502} —Treasurer 5 yrs Electronlc S
8205 Speclal Education Annual Reparts—Speclal Education j2 yes—paper / 7 yts Paper, T "
Dlrector - electronic Electronic . '
B206 Wacatjonal Education Reports — Buflding Princlpal 5 yrs Electronlc "~ -
8207 ohla Common Core Rata (OCCD) Reports ~Superintendent {5 yes Electronlc L '
8209 Ohlo Department of Education (ODE) Reports < 5yrs Electranic
Superintendant .
8210 EMIS Reports — EMIS Secretary 7y Electronic -
- Civil Rights Reports —Superintendent, Treastirer, & EMIS ermanent Electronlc
Secretary
Ttle IX Reparts -« Superlntendent 10 yrs Electronic
8304 Transpartation Reports —Transportation Supervisar, Fryrs provided Electronic
Treasurer audtted . L ..
9aag Others R ST
9101 Personnel Directory oyrs Electronle [+ [ - o
9102 Enroliment Record (by grade & bullding) — EMIS Secretary,  Permanent Electronlc . - :
| Superintendent v .
0402 Employee Handbook —Superintendent, Treasurer Untl superseded  [Blectronlc y
5403 Directives, Standards, Laws far Local, State, and Federal . fUntll superseded Flectronlc a _ N
lGovernmental Agencles—Suparintendent : N .
9404 Attendance Records Until superseded  [Electronic : K ; .

SAO-/LGRE-RC-2 (Part 1 & 2), Revised August 2014
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Section E: RECORDS RETENTION SCHEDULE (RG-2) -

See fnstructtons befora completing this form.
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oflo

110800 orrespondence
10001 Correspondence Retaty according to Paper / - '
Meassages sent and recelved by any media including letter, fontent {metadata (jactronlc =
imemoranta, faxes, emuall messages, misc communications) retalned) s
10002 Translent Corraspondence Untll no longerof  [Paper/ . g
Communications that canvey Infarmotlon af temparary &adm’"‘ﬂm“"ﬂ valuelglectronle |
mportance In llei of oral communicatlon Le, drafts; meeting F
inotices, etc, referral letters; request for routine Informatlon .
lor publicatiops provided to the public by the District, which S
are answered by stondard form letters.)
10003 Xeneral Lyr Paper /
(Requests for Informatlon pertalning to interpretations and Electronlc i
pther miscellaneous inguiries; Informative — does not
attempt to Influence policy Including coples of outgolng
korrespondence maintained for reference purposes.) ' i:
10004 Substantive 5 yrs /longer i [Paper/
{Carrespondence of the declston-mokers of the District retention appralsed [Elactronle ' N
dealing with slgnificant aspects of the administration of the (T historical value '
District; Includes Information concerning pollcies, procedures, B
orogram, fiscal, and personnel matters.} ; .;.'

SAO-/LGRP«RC-2 (Part 1 &2), Revised August 2014




