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Section A. Local Covernment Unit

City of New Al bany

Ca_)-’}cl \\

(Local Covernment Entity)

AL

(Unit)

(Si gnat‘ure gf Respon;i ble Oficial)

(Name)

(Title) (Dat e)

Section B: Records Conmi ssion

Mayor Sl oan Spalding, Chair

Records Comm ssion

Cty of New Al bany
99 W Main Street, PO Box 188 New Al bany
( Address) (Gity)

To have this formreturned to the Records Conmission electronically,

‘\ ML Q/J\L\;C_\o-\\r)b’\u\(_)\'\ ~.Cj O

)
| hereby certify that our records commi ssi

further certify that our conmmission will
or otherwi se disposed of in violation of
and that no record will be knowi ngly disposed of which pertains to any pending |egal
claim action or request. This action is reflected in the m nutes kept

from being destroyed, transferred,

(Tel ephone  614-855-

Nurber ) 3913

Franklin/Licki
43054 ng Counties

(Zi p Code) (Count y)

met in an op“en nmeeting, as required by Section
121.22 ORC, and approved the schedules listed on this formand any continuation sheets.
nmeke every effort to prevent these records series
t hese schedul es

include an enmmil

by this comm ssion.

P % W ie] 2\
Records Conmmi ssion Chair Signature L:Jate I
Section C: Chio History Connection - State Ar

Digitally signed by Fred Previts .
State Archivist 11-30-2021
Signature Title Dat e
Section D Auditor of State
M . E M k Digitally signed by Martin E.
artin £. Mee Sgaetii:(szoz1.12,oa1o:s1:01-05'00‘ Records Manager
Signature Title Dat e

Please Note: The State Archives retains RC-2 forns permanent!y.
that the Records Conmission retain a permanent copy of this form

State Archvies/LGRP- RC-2 (Part 1 & 2),

Revi sed December 2018

It is strongly recommended
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See instructions before conpleting this form Mist be submtted with PART 1
Section E: Table of Records to be Disposed
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RECORDS RETENTI ON SCHEDULE (RC-2) - Part 2

See instructions before conpleting this form Mist be submitted with PART 1
Section E: Table of Records to be Disposed

(Loca!l Government Entity) (Unit)
(1) (2) (3) (4) (5) (6)
ror use by | H-3
Schedul e . L. Retention State Require
Nurrber Record Series and Description Peri od Media Type Audi t or d by
or | CRP 1L CRP
Acting Administrator/Manager Paper and/or =
COU-2021 -01 |Documents 2 years Digital
Agendas for Council Meetings and O
COU-2021 -02 |Workshops - paper 1 year Paper
Agendas for Council Meetings and O
COU-2021 -03 |workshops - digital 5 years Digital
Agendas for council meeitings - -
COU-2021 -04 |subcommittees - paper 1 year Paper
Agendas for council meeitings - O
COU-2021-05 |subcommittees - digital 5 years Digital
Paper and/or J
COU-2021 -06 |Annexation Files & Maps Permanent Digital
Audio Recording Minutes of Cassette Tape, =
COU-2021 -07 |Council Minutes 5 years CD, Digital
2 years after
unsuccessful
application or 2 O
years after
Board & Commission Applications |service Paper and/or
COU-2021-08 |& Resumes completion Digital
Until
superseded or
no longer of M
administrative
value; appraise
Board & Commission General for historical |Paper and/or
COU-2021 -09 |Files/Misc. - not including minutes |value Digital
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RECORDS RETENTI ON SCHEDULE (RC-2) - Part 2

See instructions before conpleting this form Mist be subnitted with PART 1
Section E Table of Records to be Disposed

(Local Government Entity) (Unit)
(1 (2) (3) (4) (5) (6)
ror use by | -3
Schedul e Ret enti on State Require
Nunber Record Series and Description Peri od Media Type Audi tor d by
or 1GRP | 1GRD |
Paper and/or
CQU-2021 -10 |Board or Commission Minutes Permanent Digital
Paper and/or J
CQU-2021 -11 |Cemetary documents Permanent Digital
Until no longer
of
administrative {
Charter Review Commission - value, appraise
Misc. Documents - not including  |for historical |Paper and/or
COU-2021 -12  |minutes or reports value Digital
Charter Review Commission M
Reports, Prior Charters, Paper and/or
COU-2021 -13 |Amendments. Permanent Digital
COU-2021 -14 |City Charter - current Permanent Paper
O
CQU-2021 -15 |City Charter - current Permanent Digital
City Founder descendent
tracking/notes/letters/documents/co Paper and/or J
COU-2021-16 |[rrespondence Permanent Digitjl
COU-2021 -17 |Codified Ordinances - paper Permanent Paper
Codified Ordinances - Until o
COU-2021 -18 |digital/online Superceded Digital
Community Authority (NACA, M
COU-2021 -19 |NAECA) - paper 10 years Paper
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RECORDS RETENTI ON SCHEDULE (RC-2) - Part 2

See instructions before conpleting this form Mist be submitted with PART 1
Section E: Table of Records to be Disposed

(Local Covernment Entity) {(Unit)
(1) (2) (3) (4) (5) (6)
ror use by K- 3
Scmhﬁg::-e Record Series and Description Re;:r';t;:" Media Type A:;?: zr Re:ul:yre
or 1 GRP LGBD
Community Authority (NACA, o
COU-2021-20 |[NAECA) - digital Permanent Digital
Until no longer
of
administrative o
COU-2021-21 |Computer Discs value CD
Until no fonger
of
administrative o
COU-2021 -22 |Correspondence: electronic value - Digital
Until no fonger
of
administrative O
COU-2021-23 |Correspondence: paper value - Paper
5 years after  |Paper and/or O
COU-2021-24 |Council applications oath of office |Digital
v
COU-2021 -25 |Council Committee Reports Permanent Paper
3 years or until
no longer of
Council projects - generated administrative [Paper and/or =
COU-2021 -26 [couments for workshops value Digital
S years after
letter date,
appraise for  |Paper and/or M
COU-2021 -27 |Council resignation letters historic value |Digital
1 year or until
Development no longer of O
agreements/documents - return any |administrative |Paper and/or
COU-2021 -28 |originals to appropriate department |value Digital
Electronic council meeting
COU-2021 -29 |recordings 5 years O
Electronic board/commissions
COU-2021 -30 |meeting recordings 5 years .
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RECORDS RETENTI ON SCHEDULE (RC-2) - Part 2

See instructions before conpleting this form Mist be subnitted with PART 1
Section E: Table of Records to be Disposed

(Local Governnment Entity) (Unit)
(1) (2) (3) (4) (5) (6)
ror use by | M-
Scmh:g::e Record Series and Description m;:rr;t;:" Media Type Aﬁ:’?: §r Redqu;;e
or | CRP 1L CRP
Until no longer
of O
Eletronic meeting recordings - administrative
COU-2021 -31 |other value Digital
Until
Equipment is 0
no longer Paper and/or
COU-2021 -32 |Equipment Manuals/Documents needed Digital
Finance Forms, Purchase Orders, Paper and/or O
COU-2021 -33 [Receipts 2 years Digital
Grant funding
applications/awards/correspondenc 0
e/notes and background check 5 years after  |Paper and/or
COU-2021 -34 |reports award of grant |Digital
Paper and/or M
COU-2021 -35 |Index to Ordinanaces Permanent Digital
Paper and/or M
COQU-2021 -36 |Index to Resolutions Permanent Digital
Paper and/or O
COU-2021 -37 |Legal notice of publications 5 years digital
3 years if
approved, 1
year if denied a
or not Paper and/or
COU-2021 -38 |Liquor License Requests/Hearings [applicable Digital
McCoy Performing Arts Center 10 years,
documents (agendas, newspaper  |appraise for  |Paper and/or J
COU-2021 -39 |clippings, etc.) historic value |Digital
Paper and/or 0
COU-2021 -40 |Minutes - Council subcommittees |5 years Digital
Paper and/or ]J
COU-2021 -41 |Minutes of council Meeting Permanent digital
Miscellaneous documents of Paper and/or V
COU-2021 -42 |historic significance Permanent Digital
Paper and/or o
COU-2021 -43 |MORPC Files 2 years Digital
10 years - IJ
Oath of Office for Officials of appraise for
COU-2021 -44 |Village historical value |Paper
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RECORDS RETENTI ON SCHEDULE (RC-2) - Part 2

See instructions before conpleting this form Mist be submitted with PART 1
Section E: Table of Records to be Disposed

(Local Government Entity) {Unit)
(1 (2) (3) (4) (5) (6)
tor use by | -3
sw::::e Record Series and Description| Foottio" | wdia Type [ State “’dq“l;y’e
ar 1 GRP 1CRP
Oath of Office for Officials of O
COU-2021-45 |Village Permanent Digital
Ohio Ethics Commission Paper and/or
COU-2021 -46 |Certificates/Documents Two years Digital =
Paper and/or M
COU-2021-47 |Ordinances/Resolutions Permanent digital
1 year or until
no longer of O
administrative |Paper and/or
COU-2021 -48 |Parade related documents/invoices [value Digital
Parks & metro park related
COU-2021-49 |documents - digital Permanent Digital 0
Parks & metro park related 0
COU-2021-50 [documents - paper 10 years Paper
Paper and/or O
COU-2021-51 [Petitions to Council 5 years Digital
Paper and/or
COU-2021 -52 [City Plan Documents - general 5 years Digital O
Plan Documents - Rocky Fork Paper and/or 0
COU-2021 -53  |Blacklick Accord 5 years Digital
Paper and/or V
COU-2021 -54 |Plan Documents - Strategic study |5 years Digital
Plan Documents - Village Center Paper and/or
COU-2021 -55 |Study 5 years Digital -
3 years -
appraise for V
COU-2021 -56 |Proclamations - paper historical value |Paper
COU-2021 -57 |Proclamations - digital Permanent digital |
Until no longer
of O
Professional development administrative |[Paper and/or
COU-2021 -58 |documents value Digital
until no longer
of O
administrative |Paper and/or
COU-2021 -59 |{Project Files value digital
Paper and/or O
COU-2021 -60 |Public Hearing Notices S years digital
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RECORDS RETENTI ON SCHEDULE (RC-2) — Part 2

See instructions before conpleting this form Mist be submitted with PART 1
Section E: Table of Records to be Disposed

{Local Government Entity) (Unit)
(1 (2) (3) (4) (5) (6)
ror use by | K-S
Scmh'erﬂ::- e Record Series and Description Re;eerl:t(; don Vedia Type A::ﬂa: gr Ra:ul:yre
ar | CRD 1cpp |
COU-2021 -61 |Public Records Requests/Tracking |5 years Digital o
COU-2021 -62 |Public Records Requests/Tracking |Paper 2 years .
3 years or Until
no longer of O
administrative
COU-2021-63 |Requisitions/Purchase Orders value Paper
30 days after
response or
until on longer O
of
Responses/Memos for legal administrative
COU-2021 -64 |services/opinions value Paper
Responses/Memos for legal O
COU-2021 -65 |services/opinions 3 years Digital
Until Paper and/or o
COU-2021 -66 |Rules of Proc/Bd.Comm superceded Digital
Until Paper and/or O
COU-2021 -67 |Rules of Proc/Council superceded Digital
Copies - 5
years, deliver O
any originals to
Street Name Change/Vacation of |Development
COU-2021 -68 |Roads Department  |Paper
One year or
until no longer
of O
Surveys, evaluations, feedback administrative |Paper and/or
COU-2021 -69 |forms value Digital
Paper and/or 0
COU-2021 -70 |SWACO documents 2 years Digital
Time sheets, time off requests, and Paper and/or o
COU-2021 -71 |accrual sheets 1 year Digital
Paper and/or O
COU-2021 -72 |Transitory Info. Misc. Digital
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RECORDS RETENTI ON SCHEDULE (RC-2) - Part 2

See instructions before conpleting this form Mist be submitted with PART 1
Section E: Table of Records to be Disposed

(Local Covernment Entity) (Unit)
() (2) (3) (4) (5) (6)
ror use Dy N3
Scmhzgg:'e Record Series and Description m;;r:t‘;:n Media Type Aﬁtiuait: sr Re:ut:yre
or ICRP | ICRP
Until no longer
of o
administrative |Paper and/or
COU-2021-73 |Transitory Info. Misc. - memos value Digital
Until no longer
of 0
Transitory Info. Misc. - phone/vm |administrative |Paper and/or
COU-2021 -74 |messages-emails - texts value Digital
Until no longer
of 0
Transitory Info. Misc. - Post its, administrative |Paper and/or
CQU-2021 -75 |scratch notes value Digital
Until no longer
of O
Transitory Info. Misc. - unsolicited |administrative |Paper and/or
COU-2021 -76 |info value Digital
Until no longer
of O
Transitory Info. Misc. - Work in  |administrative |Paper and/or
COU-2021-77 |progress docs value Digital
Until no longer
of 0
Visitor sign in sheets - meetings, |administrative |Paper and/or
COU-2021 -78 |etc. value Digital
Until
corresponding
minutes
approved and O
no longer of
administrative | Paper and/or
COU-2021 -79 [Vote tally sheets - council/board  |value Digital
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