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New Albany Public Records Commission Staff Report 
June 3, 2025 Meeting 

 
 
 
 
TO:  Public Records Commission       
 
FROM: Christina Madriguera  
      
DATE:  May 28, 2025      
 
RE:  City Council Records Retention Schedule and Proposed Revisions to C.O. 141.01 
 
 

I. City Council Records Retention Schedule Request and Background 
In 2024, Clerk Mason requested research and proposed updates to the Council Retention 
Schedule (RC-2) in order to incorporate electronic storage and maintenance of records where 
permissible.  She also requested proposed updates to C.O. 141.01; Public Records 
Commission; Members; Powers and Duties.  
 
Pursuant to Clerk Mason’s request proposed updates to Council’s RC-2 was presented at the 
November 25, 2024 PRC for review and comment.  The most significant proposed change 
was to the Media Type column; wherever possible the media type was recommended to be 
designated as “Electronic or Other Fixed Media.”  There were very few, if any, comments on 
the proposed changes.  However, Mayor Spalding and members of the PRC asked how long 
other jurisdictions retain meeting minutes.  See II for findings. 

II. How long do other jurisdictions retain meeting minutes – follow up from 
November 25, 2024 meeting. 

• Ohio Municipal Records Manual Suggested Records Retention Periods, 
Third Revised Edition January 2000 – recommends permanent retention of 
the approved hardcopy of meeting minutes, and a 1-year retention period for 
audio and video recordings of meetings provided information concerning the 
meeting is substantially transcribed to hard copy.  See General 
Administrative Records Section 1, line 48; Cemetery Records Section 4, line 
7; See also Council Records Section 5, line 3 Index to Council Minutes. 

• Dublin – retains in multi format Council, Board, Commission, and 
Committee minutes permanently. 540-13-314. 

• UA – retention schedule not found; 
• Gahanna – retains in multi format Council, Board, Committee, and 

Commission minutes permanently.  CN-16; 
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• City of Powell – retains in paper and electronic format minutes of all public 
meetings permanently.  C-29 
 

III. Relevant Statutes 
• R.C. 149.011(G) provides that the term “Records” includes any document, 

device, or item, regardless of physical form or characteristic, including an 
electronic record as defined in R.C. 1306.01, created or received by or 
coming under the jurisdiction of any public office of the state or its political 
subdivisions, which serves to document the organization, functions, policies, 
decisions, procedures, or other activities of the office. 

• R.C. 1306.01(G) defines “Electronic Record” to mean, a record created, 
generated, sent communicated, received, or stored by electronic means… 

• R.C. 1306.01(M) defines “Record” as information that is inscribed on a 
tangible medium or that is stored in an electronic or other medium and is 
retrievable in perceivable form. 
 

IV. Evaluation 
Council’s current RC-2 requires records to be kept in “Paper,” “Digital,” and “Paper and/or 
digital” format.  However, the definition of record under Ohio law includes any document 
regardless of physical form or characteristic, including an electronic record.  Thus Ohio law 
permits but does not require retention of paper records.  Likewise Ohio also seemingly 
permits but does not require retention of records in more than one form.   
 
Council’s current RC-2 usage of “and/or,” specifically the use of “and” could cause some 
confusion regarding whether Council’s RC-2 requires retention of paper records in addition 
to retention of digital records, or whether retention of paper records is an alternative to 
retention of digital records.  Admittedly this confusion could be sorted out easily under 
normal, collaborative working conditions, but the confusion could be exacerbated when there 
is conflict or pending litigation. 
 
And, significantly, here in New Albany, in most instances the consistent practice is to retain 
records in digital format.  Thus, there are instances where our practices comply with Ohio 
law, but not with our own RC-2.   
 
V. Recommendation – See Proposed New Albany City Council Proposed Record 
Retention Schedule RC2 - redlined and clean 
Because it is not required by Ohio law, and because our current practice is to retain records in 
electronic format, I recommend the removal of “and/” from the Media Type column of 
Council’s RC-2, and further, that the Media Type language be broad and inclusive of all 
permutations of records.  This could be accomplished by the removal of “and” from the 
existing language.  Alternatively, they could also be accomplished by striking “Paper,” 
“Digital,” and “Paper and/or digital,” and using a consistent media type throughout such as 
“Electronic or Other Fixed Media,” or similar language. 
 
I have also proposed eliminating duplicate entries, and words that might not be useful. 
 
See Proposed New Albany City Council Proposed Record Retention Schedule RC2 redlined 
and clean 
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VI.   Proposed changes to C.O. 141.01; Public Records Commission Established; 
Members; Powers and Duties  
The proposed changes are non-substantive.  They are tracked and underlined. The change in 
assignment of the records officer duty from city manager to department head was approved 
by the city manager. These are conforming changes to correspond to our current practices, 
and also to correspond with the 2017 Local Government Records Manual. 
 
 
See Proposed Ordinance and Redlined Changes to New Albany C.O. 141.01 Public Records 
Commission; Established: Powers and Duties  
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Ohio History Connection 
State Archives of Ohio 
Local Government Records Program 
800 E. 17th Avenue Columbus, 
Ohio 43211-2474 
614.297.2553 
localrecs@ohiohistory.org 
www.ohiohistory.org/lgr 
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RECORDS RETENTION SCHEDULE (RC- 2) Part 1 
See instructions before completing this form. Must be submitted with PART 2 

 

 

Section A: Local Government Unit 
 City of New Albany       Council 
  

(Local Government Entity) (Unit/Department) 
     Jennifer Mason    Clerk of Council  5/28/25 
 

(Signature of Responsible Official) (Name) (Title) (Date) 
 

 

Section B: Records Commission 
 

                                                                            Records Commission                                                      614-939-2244 
 

(Telephone Number) 

 99 W. Main Street, PO Box 188 New Albany   43054             Franklin/Licking 
(Address) (City) (Zip Code) (County) 

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

jmason@newalbanyohio.org and cmadriguera@newalbanyohio.org 

I hereby certify that our records commission met in an open meeting, as required by the Ohio Revised Code, §121.22, and approved the schedules 
listed on this form and any continuation sheets. I further certify that our commission will 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, claim, action or request. This action is reflected in the minutes kept by this commission. 

 
 

Records Commission Chair Signature        Date 

 

Section C: Ohio History Connection - State Archives 
 
 

Signature Title Date 

Section D: Auditor of State 
  

Signature Title Date 

 
Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records 

Commission retains a permanent copy of this form 

mailto:localrecs@ohiohistory.org
http://www.ohiohistory.org/lgr
mailto:jmason@newalbanyohio.org
https://codes.ohio.gov/ohio-revised-code/section-121.22
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Section E: RECORDS RETENTION SCHEDULE (RC- 2) 
See instructions before completing this form. 

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

 
 
 City of New Albany     City Council 

 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and 

Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-01 Acting Administrator/Manager 

Documents 
2 years Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-03 Agendas for Council Meetings and 

Workshops  
 
 

5 years Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-05 Agendas for council meetings – council 

subcommittees  
 
 

5 years Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-06  Annexation Files & Maps permanent Electronic or 
other Fixed 
Media 

 

x 
COU-2021-08 Board & Commission Applications and 

Resumes 
2 years after 
unsuccessful 
application or 2 
years after 
service 
completion 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-09 Board & Commission General 
Files/Misc. – not including minutes 

Until superseded 
or no longer of 
administrative 
value; appraise 
for historical 
value 

Electronic or 
other Fixed 
Media 

 

x 

COU-2021-10 Board & Commission Minutes Permanent Electronic or 
other Fixed 
Media 

 

x 
COU-2021-11 Cemetery documents – not including 

Cemetery Restoration Advisory Board 
meeting-related materials which shall 
be covered by Boards & Commissions 
retention schedules and notes which 
shall be covered by Transitory Info. 

Permanent Electronic or 
other Fixed 
Media 

 

x 

COU-2021-12 Charter Review Commission – 
miscellaneous documents – not 
including minutes or reports 

Until no longer 
of administrative 
value, appraise 
for historical 
value 

Electronic or 
other Fixed 
Media 

 

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

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

COU-2021-13 Charter Review Commission Reports, 
Prior Charters, Amendments 

Permanent Electronic or 
other Fixed 
Media 

 

x 
COU-2021-14 City Charter – current Permanent Electronic or 

other Fixed 
Media 

 

☐ 
 
 
 City of New Albany     City Council 

 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-16 City Founder descendent 

tracking/notes/letters/documents/corresp
ondence 

Permanent Electronic or 
other Fixed 
Media 

 

x 
COU-2021-17 Codified Ordinances  

 
 

Permanent Electronic or 
other Fixed 
Media 

 

x 
COU-2021-18 
 
 

Codified Ordinances – digital/online Until superseded Electronic or 
other fixed 
Media 

 

☐ 
COU-2021-21 Computer Discs Until no longer 

of administrative 
value 

CD  

☐ 
COU-2021-23 Correspondence: paper Until no longer 

of administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-24  Council applications  

 
 

5 years Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-25 Council Committee Reports Permanent Electronic or 

other Fixed 
Media 

 

x 
COU-2021-26 Council projects – generated documents 

for workshops 
5 years or until 
no longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-27 Council resignation letters 5 years after 
letter date, 
appraise for 
historic value 

Electronic or 
other Fixed 
Media 

 

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

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

 
 

City of New Albany City Council 
 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-28 Development agreements/documents – 

return any originals to appropriate 
departments 

1 year or until no 
longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-29 Electronic council meeting recordings 3 years Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-30 Electronic board/commission meeting 

recordings 
3 years Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-31 Electronic recordings – other Until no longer 

of administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-32 Equipment manuals/documents Until equipment 

is no longer 
needed 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-33 Finance forms, purchase orders, receipts 2 years Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-34 Grant funding 

applications/awards/correspondence/notes 
and background checks 

5 years after 
award of grant 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-35 Index to ordinances Permanent Electronic or 

other Fixed 
Media 

 

x 
COU-2021-36 Index to resolutions Permanent Electronic or 

other Fixed 
Media 

 

x 
COU-2021-37 Legal notice of publications 3 years Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-38 Liquor license requests/hearings 3 years if 

approved, 1 year 
if denied or not 
applicable 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-39 McCoy Performing Arts Center 
documents (agendas, newspaper 
clippings, etc.) 

10 years, 
appraise for 
historic value 

Electronic or 
other Fixed 
Media 

 

x 
COU-2021-40 Minutes – Council subcommittees 5 years Electronic or 

other Fixed 
Media 

 

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

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

 
 

City of New Albany City Council 
 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-41 Minutes of council meetings Permanent Electronic or 

other Fixed 
Media 

 

x 
COU-2021-44 
 
 

Oath of office for city officials  
 
Delete “of village/city” 

10 years – 
appraise for 
historical value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-46 Ohio Ethics Commission 

Certificates/Documents 
2 years Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-47 Ordinances/Resolutions Permanent Electronic or 

other Fixed 
Media 

 

x 
COU-2021-48  Parade related documents/invoices 1 year or until no 

longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-50 Parks and metro park related documents  
 
Administration Department generally holds the 
originals of these records. 

10 years or until 
no longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-51 
 

Petitions to council 5 years Electronic or 
other Fixed 
Media 

 

☐ 
COU-2022-81 Photos of council members/council events Until no longer 

of administrative 
value – after 
evaluation for 
historical value 

Electronic or 
other Fixed 
Media 
 

 

☐ 

COU-2021-52 City plan documents – general 5 years Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-53 Plan documents – Rocky Fork Blacklick 

Accord 
5 years Electronic or 

other Fixed 
Media 

 

☐ 
 
 
 
 
 
 
 
 



Page 6 of    

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

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

 
 City of New Albany  City Council 

 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-54 Plan documents – Strategic Study 5 years Electronic or 

other Fixed 
Media 

 

x 
COU-2021-55 Plan documents – Village Center Study 5 years Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-56 Proclamations  

 
 

3 years – appraise 
for historical value 
 

Electronic or 
other Fixed 
Media 

 

x 
COU-2021-58 
 

Professional development documents Until no longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2022-
80 

Presentation slideshows for council 
meetings and workshops 

2 years Electronic or 
other Fixed 
Media 
 
 

 

☐ 

COU-2021-59 Project files Until no longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-60 Public hearing notices 5 years Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-61 Public records requests/tracking 5 years Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-63 Requisitions /purchase orders 3 years or until no 

longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-64 Responses/memos for legal services/opinions If paper retain for 
30 days after 
response or until 
no longer of 
administrative 
value.  Retain 
electronic for 3 
years. 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-66 Rules of procedure for Boards & Commissions Until superseded Electronic or 
other Fixed 
Media 

 

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

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

 
 
 
 
 
 City of New Albany      City Council 

 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-68 
 

Street name change/vacation of roads Copies – 5 years, 
deliver any 
originals to 
Development 
Department 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2022-82 Sunshine Law Training Certificates After relevant 
audit is complete 
and document is 
no longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-69 Surveys, evaluations, feedback forms One year or until 
no longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-70 
 
 

SWACO documents 2 years Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-71 Time sheets, time off requests, and 

accrual sheets 
1 year Electronic or 

other Fixed 
Media 

 

☐ 
COU-2021-72 
 

Transitory Info. Misc.  Electronic or 
other Fixed 
Media 

 

☐ 
COU-2022-83 Transitory Info. Misc. – clerk training 

manuals, handouts, certificates, and 
other materials 

Until no longer 
of administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-73 Transitory Info. Misc. – memos  Until no longer 

of administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-74 Transitory Info. Misc. – phone/vm 

messages-emails-texts  
Until no longer 
of administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-75 Transitory Info. Misc. – post its, scratch 

notes  
Until no longer 
of administrative 
value 

Electronic or 
other Fixed 
Media 

 

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

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

COU-2021-76  Transitory Info. Misc. - unsolicited info Until no longer 
of administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-77 Transitory Info. Misc. – Work in 

progress docs 
Until no longer 
of administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-78 Visitor sign in sheets – meetings, etc. Until no longer 

of administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
COU-2021-79 Vote tally sheets – council/board Until 

corresponding 
minutes 
approved and no 
longer of 
administrative 
value 

Electronic or 
other Fixed 
Media 

 

☐ 
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Ohio History Connection 
State Archives of Ohio 
Local Government Records Program 
800 E. 17th Avenue Columbus, 
Ohio 43211-2474 
614.297.2553 
localrecs@ohiohistory.org 
www.ohiohistory.org/lgr 
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RECORDS RETENTION SCHEDULE (RC- 2) Part 1 
See instructions before completing this form. Must be submitted with PART 2 

 

 

Section A: Local Government Unit 
 City of New Albany       Council 
  

(Local Government Entity) (Unit/Department) 
     Jennifer Mason    Clerk of Council  5/28/25 

 
(Signature of Responsible Official) (Name) (Title) (Date) 

 

 

Section B: Records Commission 
 

                                                                            Records Commission                                                      614-939-2244 
 

(Telephone Number) 

 99 W. Main Street, PO Box 188 New Albany   43054             Franklin/Licking 
(Address) (City) (Zip Code) (County) 

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

jmason@newalbanyohio.org and cmadriguera@newalbanyohio.org 

I hereby certify that our records commission met in an open meeting, as required by the Ohio Revised Code, §121.22, and approved the schedules 
listed on this form and any continuation sheets. I further certify that our commission will 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, claim, action or request. This action is reflected in the minutes kept by this commission. 

 
 

Records Commission Chair Signature        Date 

 

Section C: Ohio History Connection - State Archives 
 
 

Signature Title Date 

Section D: Auditor of State 
  

Signature Title Date 

 
Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records 

Commission retains a permanent copy of this form 
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Section E: RECORDS RETENTION SCHEDULE (RC- 2) 
See instructions before completing this form. 

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

 
 
 City of New Albany     City Council 

 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and 

Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-01 Acting Administrator/Manager 

Documents 
2 years Paper and/or 

digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-02 
 
 

Agendas for Council Meetings and 
Workshops - paper 

1 year Paper  

☐ 
COU-2021-03 Agendas for Council Meetings and 

Workshops – digital 
 
 

5 years Digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-04 
 
 

Agendas for council meetings – 
subcommittees - paper 

1 year Paper  

☐ 
COU-2021-05 Agendas for council meetings – 

subcommittees – digital 
 
 

5 years Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-06  Annexation Files & Maps permanent Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-08 Board & Commission Applications and 
Resumes 

2 years after 
unsuccessful 
application or 2 
years after 
service 
completion 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-09 Board & Commission General 
Files/Misc. – not including minutes 

Until superseded 
or no longer of 
administrative 
value; appraise 
for historical 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

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

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

COU-2021-10 Board & Commission Minutes Permanent Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-11 Cemetery documents – not including 
Cemetery Restoration Advisory Board 
meeting-related materials which shall 
be covered by Boards & Commissions 
retention schedules and notes which 
shall be covered by Transitory Info. 

Permanent Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-12 Charter Review Commission – 
miscellaneous documents – not 
including minutes or reports 

Until no longer 
of administrative 
value, appraise 
for historical 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-13 Charter Review Commission Reports, 
Prior Charters, Amendments 

Permanent Paper 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-14 City Charter – current Permanent Paper 
 
Electronic or 
other Fixed 
Media 

 

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

Part 2 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised May 2024 

 

 

 
 
 City of New Albany     City Council 

 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-15 
 
 

City Charter – current Permanent Digital  

☐ 
COU-2021-16 City Founder descendent 

tracking/notes/letters/documents/corresp
ondence 

Permanent Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-17 Codified Ordinances – paper 
 
 

Permanent Paper 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-18 
 
 

Codified Ordinances – digital/online Until superseded Digital 
 
Electronic or 
other fixed 
Media 

 

☐ 

COU-2021-19 Community Authority (NACA, 
NAECA) – paper 
These records are retained and covered 
by the Finance Department 
 

10 years Paper 
 
 

 

x 

COU-2021-20 
 
 

Community Authority (NACA, 
NAECA) – digital 

Permanent digital  

☐ 
COU-2021-21 Computer Discs Until no longer 

of administrative 
value 

CD  

☐ 
COU-2021-22 
 
 

Correspondence: electronic Until no longer 
of administrative 
value 

Digital  

☐ 
COU-2021-23 Correspondence: paper Until no longer 

of administrative 
value 

Paper 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-24  Council applications  
 
 

5 years after oath 
of office 

Paper and/or 
digital 
 

 

☐ 
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Electronic or 
other Fixed 
Media 

COU-2021-25 Council Committee Reports Permanent Paper 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-26 Council projects – generated documents 
for workshops 

5 years or until 
no longer of 
administrative 
value 

Paper and/or 
Digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-27 Council resignation letters 5 years after 
letter date, 
appraise for 
historic value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 
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City of New Albany City Council 
 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-28 Development agreements/documents – 

return any originals to appropriate 
departments 

1 year or until no 
longer of 
administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-29 Electronic council meeting recordings 3 years Digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-30 Electronic board/commission meeting 
recordings 

3 years Cassette Tape, 
CD, Digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-31 Electronic meeting recordings – other Until no longer 
of administrative 
value 

Digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-32 Equipment manuals/documents Until equipment 
is no longer 
needed 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-33 Finance forms, purchase orders, receipts 2 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-34 Grant funding 
applications/awards/correspondence/notes 
and background checks 

5 years after 
award of grant 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 
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COU-2021-35 Index to ordinances Permanent Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-36 Index to resolutions Permanent Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-37 Legal notice of publications 35 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-38 Liquor license requests/hearings 3 years if 
approved, 1 year 
if denied or not 
applicable 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-39 McCoy Performing Arts Center 
documents (agendas, newspaper 
clippings, etc.) 

10 years, 
appraise for 
historic value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-40 Minutes – Council subcommittees 5 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 
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City of New Albany City Council 
 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-41 Minutes of council meetings Permanent Paper and/or 

digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-42 Miscellaneous documents of historic 
significance 
 
This category is too vague. Council records are 
covered by more specific schedules. If an item 
is not on a schedule, it cany only be disposed 
of using an RC-1 and going to the PRC for 
approval. 

Permanent Paper and/or 
digital 
 
 

 

x 

COU-2021-43 
 

MORPC Files 
 
 

2 years Paper and/or 
digital 
 
 

 

☐ 

COU-2021-44 
 
 

Oath of office for city officials of village/city 
 
Delete “of village/city” 

10 years – 
appraise for 
historical value 

Paper 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-45 
 
Delete entirely 
as duplicate 

Oath of office for officials of village Permanent Digital 
 
 

 

☐ 

COU-2021-46 Ohio Ethics Commission 
Certificates/Documents 

2 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-47 Ordinances/Resolutions Permanent Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-48  Parade related documents/invoices 1 year or until no 
longer of 
administrative 
value 

Paper and/or 
digital 
Electronic or 
other Fixed 
Media 

 

☐ 
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COU-2021-49 Parks and metro park related documents – 
digital 
 
 

Permanent Digital 
 
 

 

☐ 

COU-2021-50 Parks and metro park related documents – 
paper 
 
Administration Department generally holds the 
originals of these records. 

10 years or until 
no longer of 
administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-51 
 

Petitions to council 5 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2022-81 Photos of council members/council events Until no longer 
of administrative 
value – after 
evaluation for 
historical value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 
 

 

☐ 

COU-2021-52 City plan documents – general 5 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-53 Plan documents – Rocky Fork Blacklick 
Accord 

5 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 City of New Albany  City Council 

 

(Local Government Entity) (Unit/Department) 
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(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 

 
COU-2021-54 Plan documents – Strategic Study 5 years Paper and/or 

digital 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-55 Plan documents – Village Center Study 5 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-56 Proclamations – paper 
 
Deleted paper. 

3 years – appraise 
for historical value 
 
 

Paper 
 
Electronic or 
other Fixed 
Media 

 

x 

COU-2021-57 
 
 

Proclamations – digital permanent   

☐ 
COU-2021-58 
 

Professional development documents Until no longer of 
administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2022-
80 

Presentation slideshows for council 
meetings and workshops 

2 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 
 
 

 

☐ 

COU-2021-59 Project files Until no longer of 
administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-60 Public hearing notices 5 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 
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COU-2021-61 Public records requests/tracking 5 years Digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-62 
 
 

Public records requests/tracking 
 
 

2 years paper  

☐ 
COU-2021-63 Requisitions /purchase orders 3 years or until no 

longer of 
administrative 
value 

Paper 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-64 Responses/memos for legal services/opinions 30 days after 
response or until 
no longer of 
administrative 
value 
 
If paper retain for 
30 days after 
response or until 
no longer of 
administrative 
value.  Retain 
electronic for 3 
years. 

Paper 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-65 
 
 

Responses/memos for legal services/opinions 3 years Digital 
 
 

 

☐ 
COU-2021-66 Rules of proc/Bd. Commedure for Boards & 

Commissions 
Until superseded Paper and/or 

Digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

 
 
 
 
 
 
 
 
 
 City of New Albany      City Council 

 

(Local Government Entity) (Unit/Department) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
For use by 
LGRP only 

RC-3 
Required 
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COU-2021-67 
 
Delete entirely 
(duplicate) 

Rules of proc/Bd. Comm Until superseded Paper and/or 
Digital 

 

☐ 

COU-2021-68 
 

Street name change/vacation of roads Copies – 5 years, 
deliver any 
originals to 
Development 
Department 

Paper 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2022-82 Sunshine Law Training Certificates After relevant 
audit is complete 
and document is 
no longer of 
administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-69 Surveys, evaluations, feedback forms One year or until 
no longer of 
administrative 
value 

Paper 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-70 
 
 

SWACO documents 2 years Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-71 Time sheets, time off requests, and 
accrual sheets 

1 year Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-72 
 

Transitory Info. Misc.  Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2022-83 Transitory Info. Misc. – clerk training 
manuals, handouts, certificates, and 
other materials 

Until no longer 
of administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-73 Transitory Info. Misc. – memos  Until no longer 
of administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 
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COU-2021-74 Transitory Info. Misc. – phone/vm 
messages-emails-texts  

Until no longer 
of administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-75 Transitory Info. Misc. – post its, scratch 
notes  

Until no longer 
of administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-76  Transitory Info. Misc. - unsolicited info Until no longer 
of administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-77 Transitory Info. Misc. – Work in 
progress docs 

Until no longer 
of administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-78 Visitor sign in sheets – meetings, etc. Until no longer 
of administrative 
value 

Paper and/or 
Digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 

COU-2021-79 Vote tally sheets – council/board Until 
corresponding 
minutes 
approved and no 
longer of 
administrative 
value 

Paper and/or 
digital 
 
Electronic or 
other Fixed 
Media 

 

☐ 
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ORDINANCE O-XX-2025 

 
AN ORDINANCE TO AMEND CHAPTER 141 “RECORDS 
COMMISSION” OF THE CITY OF NEW ALBANY CODIFIED 
ORDINANCES AS REQUESTED BY THE CITY OF NEW ALBANY  

 
WHEREAS, Codified Ordinances Chapter 141 establishes the city’s records commission, sets the 
membership, and contains a limited records retention schedule; and 
 
WHEREAS, this chapter was last updated in February of 1996 via Ordinance O-12-1996 and needs 
to be updated to reflect current city practices and record keeping; and  
                  
WHEREAS, the New Albany Public Records Commission recommended approval of the proposed 
amendments to the codified ordinances at its meeting on June 3, 2025. 
 
NOW, THEREFORE, BE IT RESOLVED by Council for the City of New Albany, Counties of 
Franklin and Licking, State of Ohio, that: 
 
Section 1:  Council hereby amends portions of codified ordinance chapter 141 as set forth in 
Exhibit A, which depicts these amendments in red font and strikethroughs. 
 
Section 2.  It is hereby found and determined that all formal actions of this council concerning 
and relating to the adoption of this legislation were adopted in an open meeting of council, and that 
all deliberations of the council and or any of its committees that resulted in such formal action were 
in meetings open to the public, in compliance with Section 121.22 of the Ohio Revised Code. 
 
Section 3. Pursuant to Article 6.07(B) of the New Albany Charter, this ordinance shall become 
effective thirty (30) days after adoption. 
 
 
CERTIFIED AS ADOPTED this _______ day of ___________________, 2025. 
 
 

Attest:   
 
 
 
 
_____________________________   __________________________________ 
Sloan T. Spalding     Jennifer H. Mason  
Mayor       Clerk of Council                                                        
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Approved as to form: 
 
 
 
_________________________________ 
Benjamin S. Albrecht 
Law Director 

Legislation dates: 
Prepared:  05/28/2025 
Introduced: 06/17/2025 
Revised:   
Adopted:  
Effective: 
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New Albany Codified Ordinance 141.01; Records Commission Established; Members; Powers 
and Duties. 

(a) A Records Commission is hereby created to provide rules for retention and disposal of records of the 
CityMunicipality. The rules provided for shall be in accordance with ORC 149.39. The Records Commission 
hereby created will have such powers and duties as are provided for in ORC 149.39.  

(b) The Records Commission hereby created shall be composed of the Mayor or his/her appointed 
representative, who shall serve as chairman; the Finance Director; the Law DirectorSolicitor; and a citizen 
appointed by the Mayor. Terms of the Mayor's representative and the citizen appointee shall be indefinite, 
subject to annual approval of the Mayor. Except as prohibited by the Charter, members of the Records 
Commission may hold other public offices or be employed by the MunicipalityCity.  

(c) The City Manager Administrator is hereby directed to appoint Each department head shall designate a 
records officer within each department of the Municipality City to inventory, appraise, and oversee retention 
of records of the department according to criteria set by the Ohio Municipal Records Manual and the 
adopted records retention schedule adopted herein; and to inform apply to the New Albany Records 
Commission when records indicated by the appropriate state organization as requiring approval have 
reached the end of their assigned retention period,  in writing annually by January 31 as to when records 
held by the department have reached the end of their assigned retention period. The records officer shall 
receive written permission from the New Albany Records Commission prior to the disposal of any record 
subject to the retention schedule herein established.  

(d) Unless otherwise provided for in a department’s approved record retention schedule, As each section 
governs municipal records requirements pursuant to ORC 149.40, the Ohio Municipal Records Manual 
records retention schedule sections listed in this section or as amended herein pursuant to the powers 
granted in ORC 149.39, are hereby adopted as the official records retention schedule of the Municipality:  

SECTIONS  
 
2.  Building Records  
4B.  Mayor's Court Records  
5.  Engineering & Street Records  
6.  Executive and General Administration Records  
7.  Financial Records  
8B.  Police Records  
10.  Legal & Legislative Records  
11.  Parks & Recreation Records  
132A & B.  Personnel Records, with amendments as follows:  
132B.12.  "Record of Disciplinary Action." Records of disciplinary action shall 

be retained as follows:  
 a. Oral reprimands. Oral reprimands shall remain in the 

disciplined employee's file for a minimum of 180 days, and shall 
be removed only upon request in writing from the employee; 
provided that no additional discipline(s) for the same offense has 
occurred within the same 180-day period. Should an additional 
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discipline for the same offense occur within the 180-day period, 
the original discipline shall not be removed until the period of 
retention of the additional discipline(s) has elapsed.  

 b. Written reprimands. Written reprimands shall be removed 
from the disciplined employee's file after twenty-four (24) 
months, and shall be removed only upon request in writing from 
the employee, provided that no additional discipline(s) for the 
same offense has occurred within the same 24-month period. 
Should an additional discipline(s) for the same offense occur 
within the 24-month period, the original discipline shall not be 
removed until the period of retention of the additional 
discipline(s) has elapsed.  

 c. Notice of Suspension. Written documentation of suspension 
shall remain in the disciplined employee's file for sixty (60) 
months, and shall be removed upon request in writing from the 
employee, provided that no additional discipline(s) for the same 
offense has occurred within the 60-month time period. If 
additional discipline(s) has occurred for the same offense within 
the 60-month time period, the original discipline(s) shall not be 
removed until the period of retention of the additional 
discipline(s) has elapsed.  

Add to 132B:  
 20. Personnel Appeals Board case files — permanent  
 21. Personnel Appeals Board minutes — permanent  
 22. Personnel Appeals Board correspondence — until no longer 

of administrative value; generally 1—5 years.  
13.  Planning & Zoning Records  
14A.  Water & Sewer Records.  
 

(Ord. 25-90. Passed 5-15-90; Ord. 12-96. Passed 2-20-96.) 
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