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St at e Ar chvi es/ LGRP-  RC- 2 ( Par t  1 & 2) ,  Revi sed December  2018

Sect i on E:  Tabl e of  Recor ds t o be Di sposed

City of New Albany Public Service
   ( Local  Gover nment  Ent i t y) ( Uni t )

( 1) ( 2) ( 3) ( 4) ( 5) ( 6)

Schedul e 
Number Recor d Ser i es and Descr i pt i on Ret ent i on 

Per i od Medi a Type
For  use by 

St at e Audi t or    
or  LGRP

RC- 3 
Requi r ed 
by LGRP

SVC-16-0001 Car Wash Invoices

Until no longer of 
administrative 
value

Paper, 
Computer

☐ 

SVC-16-0002 Debris Collected Information

Until no longer of 
administrative 
value

Paper, 
Computer

☐ 

SVC-16-0003 Scrap Recycling Information

Until no longer of 
administrative 
value

Paper, 
Computer

☐ 

SVC-16-0004
Employee Sign in/out information: 
Meetings and/or lunches

Until no longer of 
administrative 
value Paper

☐ 

SVC-06-0001
Account Balances Printout from 
Finance Department 1 Year Paper ☐ 

SVC-06-0002 AED Maintenance Logs 1 Year Paper ☐ 

SVC-06-0003 Applications - Hired
Administration, In 
personnel File Paper ☐ 

SVC-06-0004 Applications - Not Hired 5 Years Paper ☐ 

SVC-06-0005 Badges and ID's

Until 
Employment 
Termination Paper

☐ 

SVC-06-0006 Blank Forms

Until Superseded, 
Obsolete or 
Released Paper

☐ 

SVC-06-0007 Budget Information 5 Years Paper ☐ 

SVC-06-0008
Bulletins, Posters, Notices, Safety 
Sheets

Until no longer of 
administrative 
value Paper

☐ 

SVC-06-0009 Calibration Records 5 Years Paper ☐ 

Pl ease Not e:  The St at e Ar chi ves r et ai ns RC- 2 f or ms per manent l y.  I t  i s st r ongl y r ecommended t hat  
t he Recor ds Commi ssi on r et ai n a per manent  copy of  t hi s f or m.

RECORDS RETENTI ON SCHEDULE ( RC- 2)  – Par t  2
See i nst r uct i ons bef or e compl et i ng t hi s f or m.  Must  be submi t t ed wi t h PART 1
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Sect i on E:  Tabl e of  Recor ds t o be Di sposed

City of New Albany Public Service
   ( Local  Gover nment  Ent i t y) ( Uni t )

( 1) ( 2) ( 3) ( 4) ( 5) ( 6)

Schedul e 
Number Recor d Ser i es and Descr i pt i on Ret ent i on 

Per i od Medi a Type
For  use by 

St at e Audi t or    
or  LGRP

RC- 3 
Requi r ed 
by LGRP

RECORDS RETENTI ON SCHEDULE ( RC- 2)  – Par t  2
See i nst r uct i ons bef or e compl et i ng t hi s f or m.  Must  be submi t t ed wi t h PART 1

SVC-06-0010 Community Event Files

Paper - 3 years
Computer - Until 
no longer of 
aministrative 
value

Paper, 
Computer

☐ 

SVC-06-0011
Community Service Worksheets - 
Copies 5 Years Paper ☐ 

SVC-06-0012 Contracts - Miscellaneous

15 Years after 
Expiration or 
Termination Paper

☐ 

SVC-06-0013 Credit Card Sign Out Logs 5 Years Paper ☐ 

SVC-06-0014 Daily Activity Sheets

Paper - 5 years
Computer - Until 
no longer of 
aministrative 
value

Paper, 
Computer

☐ 

SVC-06-0015 Damage Claim Forms 5 Years Paper ☐ 

SVC-06-0016 Delivery/Packing Slips
Forwarded to 
Finance Paper ☐ 

SVC-06-0017 Department Website

Until Superseded, 
Obsolete or 
Released Computer

☐ 

SVC-06-0018 Drawings, Plans, and Mylars Permanent Record Paper ☐ 

SVC-06-0019 Electronic Mail (Emails)
Retain According 
to Content Computer

☐ 

SVC-06-0020 Emergency Call in Calendars 1 Year
Computer, 
Paper, Disk ☐ 

SVC-06-0021 Emergency Management Files Permanent Record Paper ☐ 

SVC-06-0022 Employee Issued Items

Until 
Employment 
Termination

Computer, 
Paper

☐ 
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Sect i on E:  Tabl e of  Recor ds t o be Di sposed

City of New Albany Public Service
   ( Local  Gover nment  Ent i t y) ( Uni t )

( 1) ( 2) ( 3) ( 4) ( 5) ( 6)

Schedul e 
Number Recor d Ser i es and Descr i pt i on Ret ent i on 

Per i od Medi a Type
For  use by 

St at e Audi t or    
or  LGRP

RC- 3 
Requi r ed 
by LGRP

RECORDS RETENTI ON SCHEDULE ( RC- 2)  – Par t  2
See i nst r uct i ons bef or e compl et i ng t hi s f or m.  Must  be submi t t ed wi t h PART 1

SVC-06-0023 End of Year Reports 10 Years
Computer, 
Paper ☐ 

SVC-06-0024 Equipment/Vehicle Inventory Until Superseded
Computer, 
Paper, Disk ☐ 

SVC-06-0025

Ferilizer, Pesticides, Turf 
Application, Chemical 
Applications and MSDS Sheets 5 Years Paper

☐ 

SVC-06-0026
Fire Hydrant Repair Requests from 
PTFD 3 Years Paper ☐ 

SVC-06-0027 Fleet Maintenance Activity Sheets 5 Years Paper ☐ 

SVC-06-0028 Fuel Cost Balance Sheets 3 Years
Computer, 
Paper ☐ 

SVC-06-0029 Fuel Usage Records 3 Years
Computer, 
Paper ☐ 

SVC-06-0030

General Orders, Directives, 
Policies, Rules, Regulations and 
Procedures

Until Superseded 
or Audited Paper

☐ 

SVC-06-0031 Grant Files 5 Years Paper ☐ 

SVC-06-0032
Inspection Records (Street lights, 
manholes, etc.)

Until no longer of 
administrative 
value Paper

☐ 

SVC-06-0033 IT Work Order Forms 3 Years Paper ☐ 
SVC-06-0034 Leave/Overtime Request Forms 3 Years Paper ☐ 

SVC-06-0035
Mail (unsolicited), Sales Materials 
and Informational Brochures

Until no longer of 
administrative 
value Paper

☐ 

SVC-06-0036
Manuals, Handbooks, Reference, 
Library Materials

Until Superseded, 
Obsolete or 
Released Paper

☐ 

SVC-06-0037 Miscellaneous Correspondence

Until no longer of 
administrative 
value Paper

☐ 

SVC-06-0038 Monthly Reports 5 Years
Computer, 
Paper, Disk ☐ 
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Sect i on E:  Tabl e of  Recor ds t o be Di sposed

City of New Albany Public Service
   ( Local  Gover nment  Ent i t y) ( Uni t )

( 1) ( 2) ( 3) ( 4) ( 5) ( 6)

Schedul e 
Number Recor d Ser i es and Descr i pt i on Ret ent i on 
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RECORDS RETENTI ON SCHEDULE ( RC- 2)  – Par t  2
See i nst r uct i ons bef or e compl et i ng t hi s f or m.  Must  be submi t t ed wi t h PART 1

SVC-06-0039 NPDES Phase II Reports Permanent Record
Computer, 
Paper, Disk ☐ 

SVC-06-0040 Organizations/Memberships File

1 Year and no 
longer of 
administrative 
value Paper

☐ 

SVC-06-0041 OUPS Forms 5 Years Paper ☐ 

SVC-06-0042 Performance Evaluations
Administration, In 
personnel File

Computer, 
Paper ☐ 

SVC-06-0043 Personnel Files Permanent Record Paper ☐ 

SVC-06-0044 Salt Invoices

Paper - 5 years
Computer - Until 
no longer of 
aministrative 
value

Paper, 
Computer

☐ 

SVC-06-0045 Pre-Trip Inspection Forms 1 Year Paper ☐ 

SVC-06-0046
Professional Magazines and 
Publications

Until no longer of 
administrative 
value Paper

☐ 

SVC-06-0047

Project Files (Street, Swere, 
Building, Consultant, and 
Drawings)

15 years after 
completion of 
project Paper

☐ 

SVC-06-0048
Record Retention Documents: RC-
1, RC-2, RC-3 and Procedures) 25 years Paper

☐ 

SVC-06-0049 Records Requests 3 Years Paper ☐ 

SVC-06-0050 Requisitions/Purchase Orders 5 Years
Computer, 
Paper, Disk ☐ 

SVC-06-0051 Safety Equipment Sign Out Sheets 1 Year Paper ☐ 

SVC-06-0052 Seminar Summary Forms - Copies

Until 
Employment 
Termination Paper

☐ 

SVC-06-0053
Senior Citizen Discount Lists for 
Trash Removal

3 Years, Copy 
sent to Rumpke Paper ☐ 
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   ( Local  Gover nment  Ent i t y) ( Uni t )
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See i nst r uct i ons bef or e compl et i ng t hi s f or m.  Must  be submi t t ed wi t h PART 1

SVC-06-0054
Service Department Owned 
Vehicle Titles - Copies Life of Equipment Paper ☐ 

SVC-06-0055 Service Department Photographs

Until no longer of 
administrative 
value Computer

☐ 

SVC-06-0056 Sewer Video Tapes Permanent Record Tapes ☐ 

SVC-06-0057 Site Maintenance Records 5 Years Paper ☐ 

SVC-06-0058
Street Light Check Maintenance 
Logs 5 Years Paper ☐ 

SVC-06-0059
Telephone Messages, Telphone 
Records 3 Years Paper ☐ 

SVC-06-0060 Time Sheets/Accruals - Copies 3 Years Paper ☐ 
SVC-06-0061 Tool Sign Out Sheets 1 Year Paper ☐ 

SVC-06-0062
Training/Certification Records - 
Individual

Until 
Employment 
Termination

Computer, 
Paper

☐ 

SVC-06-0063 Trash Pickup Complaints 3 Years
Computer, 
Disk ☐ 

SVC-06-0064 Utility Marking Request Forms 5 Years
Computer, 
Paper, Disk ☐ 

SVC-06-0065 Vaccination Records

Until 
Employment 
Termination

Computer, 
Paper

☐ 

SVC-06-0066
Vehicle/Equipment Maintenance 
Records

3 Years After 
Equipment Sale Paper ☐ 

SVC-06-0067 Vehicle Damage Reports 3 Years Paper ☐ 

SVC-06-0068
Vendor Quotes (Projects, 
Materials, Etc.)

1 Year or Until 
Job Awarded Paper ☐ 

SVC-06-0069 Village Infrastructure Files Permanent Record Paper ☐ 

SVC-06-0070
Village Property Maintenance 
Records and Inspections 5 Years Paper ☐ 

SVC-06-0071 Visitor Sign In Sheets 1 Year Paper ☐ 
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SVC-06-0072 Voicemail

Until no longer of 
administrative 
value Phone System

☐ 

SVC-06-0073 Warranties
3 Years after 
expiration Paper ☐ 

SVC-06-0074 Winter Salt Usage Forms

Paper - 5 years
Computer - Until 
no longer of 
aministrative 
value

Paper, 
Computer

☐ 

SVC-06-0075
Work Orders, Complaints, and 
Follow-Up

3 Years, Provided 
no action pending

Computer, 
Paper, Disk

☐ 

SVC-06-0076 Work Schedules/Yearly Calendars 3 Years
Computer, 
Paper, Disk ☐ 


