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S C H E D U L E O F RE C ONPS'RBTDT$fION A I\ D D I SPOSITION

(1) TO: Noble l,ocal School District Board of Education Recortf s Commission.'I'eI. . :. 7 40-7 32-4120

2497"7 Zer Road East Sarashville. Ohiq 4377t) Noble
(AL)DRt:SS,1 {C:I]'Y) {zrP CODE)

(2) FROII: Notrle Local School District Trcasurer's Office

(c()uNTY)

{ P0l..l f lC':\ L SUBI)iVISlON N,AX,{ Il ) (uNrll

*[&a$ucr,---*.. -*- - lr9::014
t l'11'1.[j) (DATE)

{3) Cf,Rl'IFICA'I'IOI\: I herebl- certil.v that our records commission mcf in an open meeting, as required
b3'Scction 121 .22 ORC, and passeel the retention schedulcs contained on this form and any continuation
sheets. I lbrther cerfifl' that our conrmission will make ever1,' clTnrt to prevcnt thesc record series from
hcing dtstrovttl- transferred, or otherrvise disposetl of in violation of this schedule and that no record rvill
be knorvingll disposed of rvhich pertains to anv pending case, clainr, action or rcquest. 'fhis rvas approved
on Januan'9. ztll{ as reflectecl b"v the minutes kept by !!ris commission.

(' hairman, Recorcls {lommission:
Signature

(4) Subject to selection upon receipt of a
Certificate of Records Disposal (RC-3):

0hio Historical I

Approved b.1" the Ohia Auditor of State: u.Ah, 5
I"or the 0hio Auditor of Str*e

(s)
Scheclule
liumbcr

_l-000

I l0l

I l0l.l

I 102

I l()3

I t04

I 105

t6)
Ilecord title and description

lX )iU{ D AN D ADtv{ IN lSl'ItA'I' lV$"REEOjf DS

(8)
F'or use by' Auditor of State

or OIIS-I,GRP

RC-3 Required by OHS

RC-3 Required bY OH$

FtC-3 Required by OHS

Illue Prirrts. Plans" N,laps Busincss Otfice
& Sccretarv

[)ecds.L.ascruents.l,cases'I'rcasurer

N{inutes

Ar"rclio'l'apes

Roard Policy lJooks and
( )tlrcr Atloptrd llolicic:s

Atlnunistrativc
l{cgulations

Supcrintcndent
anti Secretary

Supcrintcndettt
and Secretar!'

'I'rcasurgr

'l-rcastrrer

(7)
Rete ntion

Itcriod

2 \"ears

Pernrar"rcrtt

l)crrnartcrtl

I 1,'ear aiter
su;rcrceclcd

I yclr afier
supcrcetled



Page Lof 20

SCHEDULE OF REOCRDS RETENTION AND DISPOSITION

NoBLE L0oAL SCH0oLC ONTINUATION SHEEr

FROM: 20977 ZEP ROAD EAST

DIVISION NAME)

(s)
Schedule
Number

r 106

1 tjl

1201

1202

1203

1204

I 301

(6)
Record title and description

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Superintendent
and Secretary

Superintendent
and Secretary

Superintendent
and Secretary

Court Decisions

Claims and Litigation

Elections

Record Disposal forms
(RC-3)

Bargaining Agreements

Budget Policy Files

Worker's Compensation
Claims

Bank Depository
Agreements

Organization Reports

Board Meeting Notes

Agendas

Adopted Courses of
Study

Adopted Special
Education Programs

Adopted Special Programs

*After end offiscal year
** Provided Audited

(7)
Retention

Period

Permanent

Permanent

l0 Years

10 Years

10 Years after
Expiration

5 Years

l0 Years after
Financial

Payment made

4 Years after
Completion

2 Years**

1 Year

1 Calendar
Yearx*

Until
Superseded

Until
Superseded

Until
Superseded

(8)
For use by Auditor of

State
Or OHS-LGRP

HC-3 Req*ired by OFf$

BC-3 Requlred by CIhtS,

Affidfrt{ld rg'!*ans: the v
ei"r';fri?ipffs;$e# #y tns 4"

hmvc, *:*srl fi#r:!iaed hv
Ae.cfl.cfi{:mi' trf $tate and
ffr.,!di$. tqlp#rt has Sreean

rffigr}ffi$ed F?ffr$uenE t[}
$eu" t1?.*S *.R.ffi.



Form RC-2 Page 3 or 20

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

NOBLE LOCAL SCHOOLCONTINUATION 
SHEET

FROM: ZEP ROAD EAST

SARAHS\'{EEIOtm DIVISION NAME) (uNIr)

(8)
For use by Auditor of
State or OHS-LGRP

ffiean$: the vears
. - sL,n Tegfr

;*1"fisfi$ss{i1 {i\f \i'$d\:j I

l;; ;;;;;-t o'1 i'';,q1!r'*d flsi1 
"r'he-- ..! $Ln +

ix, ',:.nf: stt3Y.fi; ai'l{x tliuF'

ri;it,'iePmru 8ta-*' heat *

p{.er$ffifi4t'it {:eii

. "{1.1'"gS {3.F(.L;'

(s)
Schedule
Number

2000

2102

2103

2104

2105

2101

2108

2301

(6)
Record title and description

(Employee files include
employment applications,
resumes, contracts/salary
notices, evaluations, per-

sonnel actions, absence
certifi cation, transcripts
and any other documents
which become part of
the file.)

Certified Active
Employees

Classified Active
Employees

Certificated Inactive
Employees

Classified Inactive
Employees

Civil rights, Civil Services
and Disciplinary Reports

Retirernent Letters

Substitute records

Employee Contracts

Professional Conference
Applications

Asst. Supt,
Personnel and

Secretary
*After end of fiscal year
**Provided Audited
x**Hard copy maintained for 3 years after

audited- then rnicrofi lmed.

Permanent

Permanent

Permanent***

Permanent***

Permanent***

Permanent***

25 Years

4 Years after
termination
from employ-
ment.

2 Years**

REV.6/02



FORM RC-2 Page 4 of L

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

NoBLE L00AL SCH0opONTII\UATION SHEEr

FRoM: 20977ZEPROADEAST

(s)
Schedule
Number

2303

2304

230s

2306

Irregular Employee
Contracts (Substitutes, etc.)

Unemployment Claims

Unemployment

Applications
(not hired)

Schedules of
Employees

Student Helper
Applications

Teacher Personnel
Reports (internal)

I-9Immigration
Verification Forms

Job Descriptions

x* Provided Audited

(6)
Record title and description

(7)
Retention

Period

4 Years after
contract expires

5 Years

5 Years

2 Years**

Fiscal Year
Plus 2 years

2 Years

Fiscal Year
Plus I year

Termination
of employrnent

plus 1 year

Retain until
Superseded or

Obsolete

rli3li*fr$se* 4tii tlBl* l;ft$(','
,. -" r-,., i.'rla65

' l;t+#i't SUi*iitrfi'3J'"/ irri-

rt*ol r*f $ffite E:nd th*

i'fi regscin'* Et*s F:eet.r

ed Purstlaran 
ii:u"i'

; trl'8,i,#t* s#.tR't"

(8)
For use by Auditor of
State or OHS-LGRP

rile&ffis!: tE'?* vCItrrs



Form RC-2 Page 5 of

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

N0BLE LocAlscHog!.209?? 

ZEP ROAD EAST
rnoll' 

u*uHsvlb'E' oHlo 43779

20

(s)
Schedule
Number

3000

3101

3102

3103

3201

3202

3203

3204

330 I

(6)
Record title and description

STUDENT RECORDS

Student Record Folders Bldg Secretary
Enrollment/Withdrawl
Information

Grades/Transcripts
Activities Record
Attendance Records
Individual Test Results

Standardized
CornpeLency/Profi c iency
Aptitude

Intervention Records
Foreign Exchange Records
Suspensions/Expu lsions
Home Schooled Student Records

Office Record Card (K-9) Bldg Secretary

Cosmetology Records
(Vocational)

Health/Medical Records
Visual Screening
Hearing Screening
lmmunization Records

Discipline Records
Letters to Parents
Office Discipline

Psychological Records
(Restricted)

Child AbuseA{eglect
Referral Letters

Teacher Grade Books/
Records

Voc. Secretary

Nurse/Bldg
Secretary

Bldg Secretary

Special Ed.
SecretaryAllurse

Bldg Secretary

Bldg Secretary

(7)
Retention

Period

Permanent***

Permanent***

Permanent***

Years After
Graduation

1 Year after
Student leaves

School

Permanent***

Through
Graduation

3 Years**

(8)
For use by Auditor of
State or OHS-LGRP

/--i r u.;'isrl.,i Encftn$: tite ge

t:ir':'' .,:'ltrjSnt:fr, iltil i.i"ilflt i

f ii,'t'rui.,. p.','*Ur}u'i ti:ii':*tf${i t#V

&ii,, :.' , , n?i l:il;*i:'e 4rtil ti

ffr.iillt f{*h}L}flt *1ei$ h#e'd}

$"{l h,l;ii$t}d i$ ti t"$ U il t'lt'*ui

,1,r:::. i l1.4ir {*"F(.Lr.

x* Provided Audited
x** Hard Copy
maintained for 5 years
after Student leaves
system -then
microfilmed.

REV.6/02

fi#rds



Form RC-2 Page 6 ot_W_

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

NOBLE LOCAL SCHOOL

riR(]M. 20977 zEP RoAD EAST.-

(s)
Schedule
Number

3302

3303

3304

3305

3306

3401

(6)
Record title and description

Pre-School Screening
Profiles

Age and Schooling
Records (Work Permits)

Accident Reports

Bldg Secretary

Bldg Secretary

Nurse/Bldg
Secretary

Indiv idual Educational
Plan (IEP)

Free/Reduced Price
Lunch Application

Emergency Information

Bldg Secretary
Special Ed.
Secretary

Bldg Secretary

Bldg Secretary

(7)
Retention

Period

3 years

3 years

5 years
provided no

action pending

Permanent

years

Until
Superceded

(8)
For use by Auditor of
State or OHS-LRRP

REV.6/02



Form RC-2 Page Lof 20

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

NoBLE LoCAL SCHooL 
CONTINUATION SHEET

FROM: 2!W7 ZEP RoAD EAST

EAHAn D V tHfi. ttrl[4fi'S tB D ry S r ON NAME) (uNrr)

(s)
Schedule
Number

4000

4202

4203

4301

4302

4303

4304

4401

4402

4403

(6)
Record title and description

BUILDING RECORDS

Tornado and Fire
Drill Records

Building Health
Inspections

Strdent Activity Records
Pay-in forms
Pay-out forms
Account forrns/Dist.
Budget forms
Requisitions
Purchase orders
Ticked sale reports

Receipts/Deposit Slips

Budget/Appropriation
Records

Requisitions/
Purchase Orders

Textbook lnventories

Supplies Inventory

Student Handbooks

Bldg Secretary

Bldg Secretary

Bldg Secretary

Bldg Secretary

Bldg Secretary

Bldg Secretary

Bldg Secretary

Bldg Secretary

Bldg Secretary

*After end offiscal year
** Provided Audited

(7)
Retention

Period

year*

2 years*

2 years**

4 years*x

4 yearsx*

10 years**

Until
Superceded

Until
Superceded

Until
Superceded

(8)
For use by Auditor of
State or OHS-LGRP

,-i1"'li{".+ fn*finS: tl?e i
{ ji' :. ',':"j i jiri'"5$qi{j !.;t: :'iiil

finilirt,i ijtts$ ir ;:lt lditc.*$.* hl
rrq I : i:i i i.i.:r ;i $'f litilt# FJfi d
ala.!ilit: i$]*i0ii-d *?ai* $eeg
!"" j,;, ;;i: ii .3[Ji['$UAimf ",t

'...,,; 1 ,; ,' ,;lqi q}"hilu..,

6/02REV

i*fi4
tfi"re

ti'*fiflrds



Form RC-2 Page 8 of___20_

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

NSBLE LSCAL SCHggL CONTINUATION SHEEr

F.R(]M. 20977 ZEP HOAD EAST
.

(s)
Schedule
Number

5000

5201

530 I

5302

5303

5304

5305

5306

5307

5308

5309

5310

(6)
Record title and description

CENTRAL DEPARTMENTAL RECORDS

Adrninistrative Offi ces

School Calendars

Repair, Installation and
Maintenance Records

Prevailing Wage
Records

Rental Information
(Use of Facilities)

Work Orders

Environmental Reports
And Data ( asbestos, etc.)

Vandalisrn Reports

Student Activity
Purpose Clauses

Sales Potential Fonns
(Student Activities)

Bids and Specifications
(Unsuccessful)

Bids and Specifications
(Successful)

Supt. Secretary

Business Office
and Secretary

Business Office
and Secretary

Business Office
and Secretary

Business Office
and Secretary

Business Office
and secretary

Business Office
and secretary

Business Office
and secretary

Business Office
and secretary

Business Office
and secretary

Business Office
and secretary

xx Provided Audited

(7\
Retention

Period

5 years

4 years**

4 years++

4 years**

4 years**

4 years**

4 years**

4 years**

yearsx *

year* *

4 years after
completion of

Project* *

(8)
For use by Auditor of
State or OHS-LGRP

;krudii.l;.4 B'?lffinn$: thn ye

Lr' I r, r ; i. ! ili i) :ri.Fi iri 6r I.l i:ilir t ! "i C:{ li

11n i,i'1r,: : ?' :::r*r: ;:i i,iili l'iijd b"cj

A n,. r:r i li+ r' {}$' *;:}tti'{* rit'}6j'ff g

ii:"i'',r' 't'i;n;t he*:i hee'i
{'e:i tq,;,q::S*$ p U i"$ E l& !"ET !;{i
;:ir,,i,,. "E'$? ;i$ ffi"fl{.{,;"

REV.6/02
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Form RC-2

FROM:

Page 9 of___4_

SCHEDULE OF' RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

N0BLE LoCAL SCH*8L
20977 ZEP ROAD EAST

SARAHSV|LLE, 0Ht0 43779

(POLITICAL SUBDIVISION NAME) (LrNrT)

(s)
Schedule
Number

(6)
Record title and description

Adrninistrative Offrces - Continued

Contractor Files
(Resolutions,
additions,drawings, etc.)

Preventive Maintenance
Reports

Warranty/Guarantee

Plant and Equiprnent
Inventory

Textbook/Workbook
Inventory

Supplies Inventory

Business Office
and Secretary

Business Office
and Secretary

Business Office
and Secretary

Business Office
and Secretary

Curriculum Dir.
and Secretary

Business Office
and Secretary

*x Provided Audited

(7)
Retention

Period

Until Project
Complete, if
No Action
Pending*x

Fiscal year
Plus 2 years

Life/Warranty
of Equipment

Until
Superceded**

Until
Superceded**

Until
Superceded**

(8)
For use by Auditor of
State or OHS-LGRP

;tif,'*d .rv:ean$: the,l Vcarg
i il? lit i.:r {€ :ri iri {t i.ir [...9 

"]"i 
r. i'] # li'(; f;{"}

''. i ;:t![, ,rii'itlli(-:d: #:," r:i:?

,ru. , +t lj'e.;r* r-;t*m tF'li'

It;rr*x**rf h**; heem

$riq-$ pt$tr'$$.1€rHnf ui;,

r; "H,l i;.;iil, #.bt.f_"



Form RC-2 Page_!0_of 20

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
NOBLE LOCAL SCH0OboNTINUATI9N SHEET
2897V ZEP ROAD EAST

nnona: SAFAHSVILLE 0Hl0 4377$
GOLTTTCAL SUBDTVTSTON NAME) (trNrT)

(s)
Schedule
Number

5221

5222

5223

s340

5341

5342

5343

5441

5442

5443

5445

(6)
Record title and description

Special Ed.
Secretary

Special Ed.
Secretary

Special Ed.
Secretary

Transportation
Secretary

Transportation
Secretary

Transportation
Secretary

Transportation
Secretary

Transportation
Secretary

Business Office
and Secretary

Business Office
and Secretary

Transportation
Secretary

Special Education DeElrtment

Special Education
Tutoring Reports

Individual Educational
Plan (IEP)

Psychological Records
(Restricted)

Transpqfiation Department

Driver Physical

Fuel Consurnption Data

Transportation Records

Field Trip forms and
Volunteer Driver forms

Accident Reports

Vehicle Registration

Vehicle License

Driver Certifications

x* Provided Audited
+'k* Hard copy maintained for 3 years after

audited - then microfilmed

(7)
Retention

Period

I 0 years

Permanent+**

Permanent***

2 years aft.er

termination

4 years**

4 years**

Fiscal year
Plus 2 years

3 years
provided no

action pending

Life of
Vehicle

I year after
termination

I year after
termination

(8)
For use by Auditor of
State or OHS-LGRP

1.-\i{illf . *i rltcGn$: fihe yr

* i I : i; i 1 i i,',j i"3,'iri 5'i :$ # i'l it t i I'li'ii^, r"4 i

f i;'r'i'il: Lr. firT ,i:i#cin[{}al b's-

l-\i:{ir:ij'r:}f: iitfi.t* affiL_i t
d3 |i':1 i r i:{*i.itrf"'* fu ag; #n*elffi

X'r:' i'.i :'; 513fl r3U r-$ ililillt, i,e:,

*,e, ; 'd'd l' ,"lii t"?"Ft ,{,;.

REV.6/02
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Form RC-2 Page_ll of_J|_

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

NOBLE LocAt" scbt0oLcoNTINUATION SHEET

20977 ZEP ROAD EAST

FRoM: SARAHSVILLE,0Hl043779

(POLTTTCAL SUBDTVTSTON NAME) (uNrT)

(s)
Schedule
Number

5446

5441

556 1

5562

5563

5564

5 565

(6)
Record title and description

Transportation Department - Continued

Supplies Inventory

Vehicle Defect Report

Transportation
Secretary

Transportation
Secretary

Food Service Deparhnent

Food Service Records Cafeteria
Menus Supervisor
Food Production
Milk Sold
Students Served

Lunchroom Records Cafeteria
Cash Register Tapes Supervisor
Cashier's Daily Reports

Lunchroom Reporls
(Free and Reduced)

Inventories

Lunchroom License

Cafeteria
Supervisor

Cafeteria
Supervisor

Cafeteria
Supervisor

** Provided Audited

(7)
Retention

Period

Until
Superceded**

Life of
Vehicle

4 years**

4 years**

4 yearsxx

Until
Superceded**

1 year after
expiration

(8)
For use by Auditor of
State or OHS-LGRP

r-\n.{clitfid ffHF;&t?r$r {r[re V
e $"1!1..'i!E i1..?s*::ieii i.rii ri-i i:*

Fn;fi r,.,j f:l,l.r#n'l ,i{t"td I'i{#,$: nNi.l

p\rl.lrl'ri $f $t*te ,uEi(-i t
{}r,ri:iili fi:}ifrffirt fua$ kFeep"}

r'{i} I{+;:es$s(* $$ rE Ut} ft f. is}
;:,ilr ;'j'l ;i, iiia $.Ft.ii;;.

REV.6/02

'i',1rJ

i":iirdi



Form RC-2 Page LoL*_N_

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

I{SBLE LOCAL SEHSOL 
CONTINUATION SHEET

?$,$?? ZEP RCIAI} EAST

FRoM: SAfrAl.lSVlLLE, 0Hl0 4$?79
(POLITTCA L SUBDIVSTON NAME) (uNrr)

(s)
Schedule
Number

6000

61 01

6102

6103

6104

6201

6202

6203

6204

6205

(6)
Record title and description

FINANCIAL RECORDS

Annual Financial Repofts
Appropriation Ledgers
Budget Ledgers
Revenue Journals
Vendor Listing
Check Register
Purchase Order Listing
lnvoice List
Account Reports
Financial Summary
Detail Reports

Activity Fund Cash
Journal and Ledger

Bond Register

Securities

Investment Ledger

Foundation Distribution

Tax Settlements (Semi-
(Annual) and Advances

Budgets (Annual)

Insurance Policies

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

** Provided Audited
*** Ilard copy rnaintained for 3 years after

audit- then microfilmed

(7)
Retention

Period

5 years**

5 years**

20 years after
issue expires

Permanent***

5 years*x

5 yearsxx

5 years**

5 years**

I 5 years after
Expiration

Provided all
Claims settled

(8)
For use by Auditor of
State or OHS-LGRP

Au# ;l:i:,:i sneai'"i:l : 9"1'n g tjfl i:

(*t'r i;i"]ltfl iiJa:illif.l{;l l::i \t i;r"lt:l li'*

fira;uLr t.:rxr:r i:it!r;:!iillie! l)1; iii

A{ii:a; i*' -ryi' n*iiin'*c* drE# til
ffi t $S:i li ii?rfli.l{.}$-fr *'u*lg bg#li'

trfriEi..;jF'dd pE"'' ! $iltu["e[,*'

.*1r,, I'i ' ,'.r fu.fq r'I

6/02REV

::r

*rd$



Form RC-2 Page 13 of_U_

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

NuBLE L00AL sCIHO$r.oNrINUArIoN 
sHEEr

24977 ZEP HOAD EAST

FRoM: SARAHSIfILLE, OFifCI 43?79
(POLITICAL SUBDIVISION NAME) (uNrr)

(s)
Schedule
Number

6206

6207

6208

6209

6210

6211

6212

6213

6214

6215

(6)
Record title and description

Contracts

Bonds and Coupons

Accounts Payable Ledgers

Accounts Receivable
Ledgers

Budget Work Papers

Vouchers, Invoices and
Purchase Orders

State Program Files
Aux. Services, DPPF,
Adult Vocational,
Excess Lottery, Data
Processing, Public/
Private Grants, etc.

Federal Program Files
Title I,Il,llI,IV-B
IV-C, & VI-B;
Chapter l, 2;
Drug Free, etc.

Travel Expense Vouchers

Tax Anticipation Notes
(Records bonowing
against future tax
collections)

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

** Provided Audited

(7)
Retention

Period

I 5 years after
Expiration

Until
Redeemed**

5 years*x

5 years**

5 years**

10 years**

1 0 years**

I 0 years* *

l0 years**

l0 years**

(8)
For use by Auditor of
State of OHS-LGRP

An-nqlll;l:ll m*an$: r--':hc Vr.r

eili;iii:';ili:i$iii:il *'ir l.;:(:i ii'

E: fitu t,r I :, i i#r l': 
"''i 

l"c {:i !'i{i {':! bil i

AE..ii-riii-,;' "..]F- li;tilt* i"ii'lld {:ii'

a19,.lii i i. rLjl:J+rg [:;at:; [:l*gli'

r4lrH6liri:s$s} i{}[J1 ['$ Eifr.tilfr E i"ii.):

".*til; li'il'l'"iiti "$.ft.r-;. I

REV.6/02
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Form RC-2 Page 1z[ of 20

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

F*fr i3E.E I-OE&L $fr I{SCIL 
CONTINUATION SHEET

2*g7V ZEP R$AD EAST

FROM: sAHAH$VltLE,oh{ls4$T7$
(POLITICAL SUBDIVISION NAME) (r-rNrr)

(6)
Schedule
Number

6216

6211

6218

6219

6220

6222

630 I

6302

6303

6304

6305

6306

6301

(6)
Record title and description

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

State Reimbursement
Settlement Sheets

Unemployment Claims

Employee Bonds, Board
Member Bonds

Certificate of Estimated
Resources

Appropriation Resolutions

Tax Apportionments
(Serni-Annual)

Canceled Checks and
Bank Settlements

Publication Notice

Tuition Fees and Payments

School Finance (S.F.)
Monthly Statements

Investment Records
(May include individual
Record of investments, bank
Confirmations, wire transfers,
Copy of CD, etc.)

Travel Expense Reports

State Sales Tax Reports

** Provided Audited

(7)
Retention

Period

5 yearsxx

5 years

5 years

1 5 years after
Expiration

5 years

5 years

4 years**

4 years**

4 yearsxx

4 years**

4 years**

l0 years**

4 years**

(8)
For use by Auditor of
State or OHS-LGRP
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

ffi}5!-H LSC&I $frH".s$t 
CONTINUATION SHEET

2&.*W XEp RS,qF [AsT

FRoM: SAAAI"ISVit!.E' Ohil# 437i$
(POLITICAL SUBDIVISION NAME) (LrNrT)

r9
-, " .-,,f{ t:

I't,;::

{::

(s)
Schedule
Number

6308

6309

63 l0

631 1

6312

6313

6314

6315

6316

6317

6318

6319

6401

(6)
Record title and description

Student Activify Fund
(Pay-ins, Pay-outs,
Receipts/Deposits,
Reports)

Check Registers

Deposit Slips/Cash Proofs

Bids and Specifications
(Unsuccessful)

Bids and Specifications
(Successful)

Receipt Books

Extra Trip Records

Monthly Financial Reports

Accounting Data

Service Contracts

State Subsidy Reports
Applications for
Driver education,
Pupil transpoftation,
Special Education, etc.

Delivery/Packing S lips

Requisitions

xAfter end of fiscal year
x*Provided Audited

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasuere

(7)
Retention

Period

4 years*x

4 years*+

4 years**

I year**

4 year af\er
completion
of project* *

4 years**

4 years**

4 years**

4 years**

4 years**

3 years**

year*x

year*

(8)
For use by Auditor of
State or OHS-LGRP
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Form RC-2

FROM:

Page 16 of_20.

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
IiTHLF L*EAt $frI{' *L CONTINUATION SHEET
7:*1v'tZfrP HSAP EAST

$AfiAH$Ult!-8, st{10 4$?7s

(POLITICAL SUBDIVISION NAME) (r_rNrr)

(s)
Schedule
Number

7000

700 I

I 102

7 103

7201

t30l

7302

7303

7304

1305

7306

Record titt. I?d description

PAYROLL RELATED

Payroll Ledgers
Bi-Weekly Payroll
Reports, Quarterly
Payroll Reports

Earnings Registers
By Staff Member
By Calendar Year

Treasurer

Treasurer

Monthly Payroll Reports Treasurer
Leave usage and
Accumulation.
Retirement service, etc.

Bureau of Ernployment
Service Quarterly Reports

W-2's, W-4's
(Employer copy)

Federal Income Tax
(Quarterly/Annual)

Ohio Income Tax
(Monthly/Annual)

City Income Tax
(Monthly/Annual)

School Income Tax
(Monthly/Annual)

Payroll Reports
Reports used for
Each payroll-
Computer generated

**Provided Audited
***Hard Copy maintained

then microfilmed

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

for 5 years,

(7)
Retention

Period

Permanent***

Permanent***

Permanent***

7 years

6 years and

Current**

6 years and
Current**

6 years and
Current**

6 years and
Current**

6 years and
Current**

4 years**

(8)
For use by Auditor of
State or OHS-LGRP
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Form RC-2 Page 17 of 20__

SCHEDULE OF RECORDS AND RETENTION AND DISPOSTION

ru:j*Lg ttuelit $ilit,iil"C ONTINUATION SHEET

?:r:"*v'l EflF FiGiill ;A$T

FRoM: $AffAil$V'uLf;,CIiil#{i;i;'7$
(POLITICAL SUBDIVISION NAME) (r.rNrT)

(s)
Schedule
Number

7307

7308

7309

1310

7311

7312

7313

7314

7315

7316

-a | -IJI I

(6)
Record title and description

Payroll Update Listing

Payroll Calculations

State Teachers System
and School Employees
Retirement System Waivers

State Employees
Retirement System
(SERS) Reports

State Teachers
Retirement System
(STRS) Reports

Annuity Reports

Benefi t Folders/Reports

Employee Request andl or
Authorization for Leave
Fonns (Sick, Vacation,
Personal, or other leave)

Deduction Reports
Voluntary payroll
Deductions

Employee Yacationl
Sick Leave Records

Time Sheets

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

Treasurer

** Provided Audited
**x Hard Copy maintained for 5 years,

then microfilmed

(7)
Retention

Period

4 years**

4 years**

Permanent***

4 years**

4 years**

4 years**

4 years**

4 years**

4 years**

4 years**

6 years**

(8)
For use by Auditor of
State or OHS-LGRP
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Form RC-2 Page 18 ot_A_

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

i!.jlltn rijLrlll Snil$nl
;1tily?"i Zrjp Fiii.Ail :,"{fiTt*, tat,

(

(s)
Schedule
Number

7318

7319

1323

7324

7 401

(6)
Record title and description

Oveftime Authorization Treasurer

Employee lnsurance
Medical
Dental
Life

Paycheck Register

Bills Treasurer

Payroll Bank Statement

Treasurer

Treasurer

Deduction Authorization Treasurer

** Provided Audited

(7)
Retention

Period

6 years

4 years*x

4 years**

4 years**

Until
Superceded or

Employee
Terminated

(8)
For use by Auditor of
State or OHS-LGRP
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

ii :i 3LF L*e,r.l" sfl +.{$lL
i:;:!:t 7 ;hl3 Fiilitj ::ii1:,7t*, ttt,

(s)
Schedule
Number

8000

820 1

8202

8203

8204

8205

8206

8201

8208

8209

821 1

8212

8213

8214

REPORTS

State Audit Reports

#59,#659 and#4502

#25 and #625

School Finance
(S.F.) Reports- annual

Special Education
(S.8.) Reports-annual

Vocation Education
(V.E.) Reports-annual

Ohio Common Core Data
(OCCD) Reports

Drivers Education Reports

Ohio Department of
Education (ODE) Reports

Civil Rights Reports

Title IX Reports

SM-l & SM-2
(Annr"ral and Quarterly)

State Minimum Standards

Treasurer

Treasurer

Treasurer

Treasurer

SpEd Secretary
Supt Secretary

Voc Secretary
Supt Secretary

Supt Secretary

Treasurer

Bldg Secretary

Supt Secretary

Supt Secretary

Treasurer

Supt Secretary

(6)
Record title and description

**{<Hard Copy Maintained for 5 years,
then microfilmed

(7)
Retention

Period

5 years

5 years

5 years

5 years

7 years

years

years

5 years

5 years

Permanent***

I 0 years

10 years

1 0 years

(8)
For use by Auditor of
State or OHS-LRGP
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

i; l)3tn Li;;;i1, t3'31"1i".,aL

f:t:iiif 7 ;ir;F h,l?;il': *ri; r"

rnou: Sl,itil&F{5''vlL[ Fj, {,r*,inO ;;,iii j,S
(POLITICAL SUBDIVISION NAME) (UNIT)

f,il f{r

"tl':i::idi
!lilt:i'

hp

(s)
Schedule
Number

83 0l

8302

8303

8304

9000

91 01

9102

9202

9203

9402

9403

9404

Personnel State Reports
(Currently SF-1, CS-1)

Worker's Comp Wage
Reports (Co. Auditor)

Bank Balance Certifi cation
(Co. Auditor)

Transportation Repofts

Other

Personnel Directory

Enrollment Record
(By grade and building)

School Calendars

Building, Boiler,
Maintenance Reports

Employee Handbooks

Directives, Standards,
Laws for Local, State
and Federal Governmental
Agencies

Attendance Records

Personnel
Secretary

Treasurer

Treasurer

Transportation
Secretary

Supt Secretary

Supt Secretary

Supt Secretary

Business Office
and Secretary

Supt Secretary

All Secretaries

(6)
Records title and description

*After end of fiscal year
**Provided Audited
*>k*Hard Copy maintained for 5 years,

then microfilmed

(7)
Retention

Period

4 years**

5 years

years

4 years**

10 years

Pennanent***

5 years

2 years*

Until
Superceded

Until
Superceded

Until
Superceded

(8)
For use by Auditor of
State or OHS-LGRP

,ih;d I i'r,iil sries il$ : t,nx(:

S!"r r;'r.': : i; i"j*:'tlEflji r i'i il. 1..i1

fi 
'l i:l t.'',rl i., i,iL-= trit i,i {..i,ij i ii} {i .d;

JS ? 
jit i :i::r ir i;'fr :;.t1i;,1 ;1;r ;1;,1 il1

fi i.i$ i ;,'iil!"t{J['L $'u;*il [:$r*
F ,;. ' ,::lt:oi il{i::-;gj(.lli$; ..

.:;.,': .. ': i',".r,'i, t).i:l l,

FIC-3 Hequired i:y OHS

REV- 6/02


