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 ( Uni t )

Tal i sa Di xon Super i nt endent
( Si gnat ur e of  Responsi bl e Of f i c i al ) ( Name) ( Ti t l e) ( Dat e)

( 614)  365- 5790
( Tel ephone Number )

Col umbus 43215 Fr ankl i n
( Ci t y) ( Zi p Code) ( Count y)

To have t hi s  f or m r et ur ned t o t he Recor ds Commi ssi on el ect r oni cal l y ,  i nc l ude an emai l  addr ess:  

Dat e

Ti t l e Dat e

Ti t l e Dat e

St at e Ar chvi es/ LGRP-  RC- 2 ( Par t  1 & 2) ,  Revi sed November  2017

Ohi o Hi st or y Connect i on
St at e Ar chi ves of  Ohi o

Local  Gover nment  Recor ds Pr ogr am
800 E.  17t h Avenue

Col umbus,  Ohi o 43211- 2474

614. 297. 2553  
l ocal r ecs@ohi ohi st or y. or g   

www. ohi ohi st or y. or g/ l gr  

RECORDS RETENTI ON SCHEDULE ( RC- 2) – Par t  1
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 2

School  Di st r i ct  Suggest ed Recor ds Ret ent i on Schedul e 

Sect i on A:  Local  Gover nment  Uni t

Sect i on B:  Recor ds Commi ssi on

Recor ds Commi ssi on

( Local  Gover nment  Ent i t y)

( Local  Gover nment  Ent i t y)

Col umbus Ci t y School  Di st r i ct

Col umbus Ci t y School  Di st r i ct

( Addr ess)
270 E.  St at e St r eet

I  her eby cer t i f y  t hat  our  r ecor ds commi ssi on met  i n an open meet i ng,  as r equi r ed by Sect i on 121. 22 
ORC,  and appr oved t he schedul es l i s t ed on t hi s  f or m and any cont i nuat i on sheet s.   I  f ur t her  
cer t i f y  t hat  our  commi ssi on wi l l  make ever y ef f or t  t o pr event  t hese r ecor ds ser i es f r om bei ng 
dest r oyed,  t r ansf er r ed,  or  ot her wi se di sposed of  i n v i ol at i on of  t hese schedul es and t hat  no 
r ecor d wi l l  be knowi ngl y di sposed of  whi ch per t ai ns t o any pendi ng l egal  case,  c l ai m,  act i on or  
r equest .   Thi s act i on i s  r ef l ect ed i n t he mi nut es kept  by t hi s  commi ssi on.   

eroush@columbus.k12.oh.us

Recor ds Commi ssi on Chai r  Si gnat ur e

Si gnat ur e

Sect i on C:  Ohi o Hi st or y Connect i on -  St at e Ar chi ves

Sect i on D:  Audi t or  of  St at e

Si gnat ur e

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.

mailto:eroush@columbus.k12.oh.us
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Sch.  
# Recor d Ser i es and Descr i pt i on Ret ent i on Per i od Medi a Type

For  use by 
Audi t or  of  
St at e or  
LGRP

RC- 3 
Requi r ed 
by LGRP

Boar d and Admi ni st r at i ve Recor ds

101

Mi nut es – Of f i c i al  copy of  
pr oceedi ngs of  r egul ar  and speci al  
meet i ngs

Per manent
Paper ;  
El ect r oni c

102
Audi o t apes/ DVD’ s of  Mi nut es – 
Recor di ng of   Boar d meet i ngs

2 year s Paper ;  
El ect r oni c

103

Boar d Meet i ng Not es – Not es t aken 
dur i ng Open Boar d Meet i ngs used t o 
f or mul at e t he mi nut es

1 year
Paper ;  
El ect r oni c

104

Agendas – Wr i t t en out l i nes of  
mat er i al  t o be di scussed at  t he Boar d 
of  Educat i on meet i ngs

1 cal endar  year  
pr ovi ded audi t ed Paper ;  

El ect r oni c

105

Boar d Meet i ng Packet s – Packet s 
pr epar ed f or  boar d member s.  May 
i ncl ude agendas,  copi es of  r epor t s 
and i nf or mat i onal  handout s.

Ret ai n unt i l  
mi nut es 
t r anscr i bed and 
appr oved

Paper ;  
El ect r oni c

106

Admi ni st r at i ve Counci l  Not es:  Not es 
f r om Admi ni st r at i ve Counci l  meet i ngs 
hel d pr i or  t o Boar d Meet i ng t o r evi ew 
Boar d agenda and cur r ent  act i v i t y i n 
t he Di st r i ct

1 cal endar  year  

Paper ;  
El ect r oni c

107

Bl uepr i nt s,  Pl ans,  & Maps –Pr ovi de 
det ai l ed descr i pt i on of   school  
f aci l i t i es and pr oper t y

Per manent
Paper ;  
El ect r oni c

108

Deeds,  Easement s,  Leases – Real  
est at e document s of  owner shi p,  
easement s and l eased pr oper t y by 
di st r i ct

Per manent
Paper ;  
El ect r oni c

Thi s schedul e l i s t s  r ecor ds commonl y cr eat ed by school  di s t r i c t s ,  educat i onal  ser v i ce cent er s,  and 
car eer  t echni cal  school s.  The r et ent i on per i ods speci f i ed her ei n ar e ei t her  r equi r ed by st at ut e or  
have been det er mi ned by best  pr act i ce.  Local  Recor ds Commi ssi ons may edi t  r et ent i on per i ods based 
on t he admi ni st r at i ve,  f i scal ,  l egal ,  and hi s t or i cal  val ue of  t he r ecor ds.

ELECTRONI C MAI L ( e- mai l )  i s  a f or mat  on whi ch r ecor ds ar e sent ,  r ecei ved and/ or  dr af t ed usi ng 
el ect r oni c mai l i ng syst ems.  E- mai l  i s  NOT a r ecor d ser i es.  I nst ead,  each i ndi v i dual  e-  mai l  shoul d 
be eval uat ed accor di ng t o i t s  cont ent  and r et ai ned i n accor dance wi t h t he r ecor d ser i es adopt ed 
wi t hi n t hi s  schedul e t hat  t he cont ent  most  c l osel y f i t s .

The l ocal  school  di s t r i c t ,  educat i on ser v i ce cent er ,  or  car eer  t echni cal  school  shoul d al so not at e 
t he medi a t ype of  t he r ecor ds on t he schedul e i n col umn 4.  The r ecor ds can be mai nt ai ned on 
separ at e f or mat s ( i . e.  paper  and el ect r oni c)  f or  di f f er ent  amount s of  t i me.
Per manent  r ecor ds exi st i ng sol el y  i n el ect r oni c f or mat  may become i naccessi bl e t hr ough medi a decay 
and/ or  har dwar e/ sof t war e obsol escence.  The Ohi o Hi st or y Connect i on r ecommends t hat  di gi t al  r ecor ds 
wi t h gr eat er  t han a 10 year  r et ent i on per i od al so be mai nt ai ned i n ei t her  paper  or  mi cr of i l m 
f or mat s.  
Recor ds may not  be di sposed of  unt i l  al l  audi t s  ar e r el eased and audi t  di scr epanci es have been 
set t l ed.  Wher e a l awsui t  or  agency pr oceedi ng i s  pendi ng,  a l egal  hol d on r el evant  r ecor ds i s  
r equi r ed.  Recor ds shal l  be r et ai ned unt i l  t he l egal  hol d has been r emoved.  

Bef or e t hi s  r ecor ds r et ent i on schedul e i s  consi der ed i n ef f ect  f or  a par t i cul ar  school  di s t r i c t  i t  
must  f i r s t  be s i gned by a l ocal  r esponsi bl e of f i c i al  and l ocal  r ecor ds commi ssi on chai r ,  t he St at e 
Ar chi ves,  and t he St at e Audi t or ’ s  Of f i ce.   



3 of 26

Sch.  
# Recor d Ser i es and Descr i pt i on Ret ent i on Per i od Medi a Type

For  use by 
Audi t or  of  
St at e or  
LGRP

RC- 3 
Requi r ed 
by LGRP

109

Boar d Pol i cy Books and Ot her  Adopt ed 
Pol i c i es – Gover ni ng r ul es adopt ed 
and mai nt ai ned  by Boar d of  Educat i on 
def i ni ng expect at i ons or  posi t i on on 
a par t i cul ar  mat t er  and aut hor i zi ng 
appr opr i at e act i on t o be t aken t o 
est abl i sh and mai nt ai n t hose 
expect at i ons

1 year  af t er  
super seded

Paper ;  
El ect r oni c

110

Admi ni st r at i ve Regul at i ons – Adopt i on 
of  t he school  pol i cy manual  whi ch 
out l i nes,  and descr i bes t he means by 
whi ch a pol i cy shoul d be i mpl ement ed 
pr ovi di ng f or  t he management  of  
pl anni ng,  act i on,  and assessment  or  
eval uat i on.

1 year  af t er  
super seded

Paper ;  
El ect r oni c

111

Cour t  Deci si ons – Cour t  pr oceedi ngs 
i nvol vi ng t he Di st r i ct  excl udi ng 
cl ai ms and l i t i gat i ons

Per manent
Paper ;  
El ect r oni c

112

Cl ai ms and Li t i gat i ons – Cour t  
pr ocessi ng f or  whi ch t he Di st r i ct  i s 
bei ng or  i s sui ng f or  damages

Per manent
Paper ;  
El ect r oni c

113

Admi ni st r at i on of  Feder al  and St at ed 
Cat egor i cal  Gr ant  Pr ogr ams -  Recor ds 
r el at i ng t o t he admi ni st r at i on of  
f eder al  and st at e cat egor i cal  gr ant -
f unded pr ogr ams.   Recor ds may 
i ncl ude,  but  ar e not  l i mi t ed t o:   
Di st r i ct  or  school - wi de 
not i f i cat i on/ i nf or mat i on di st r i but ed 
t o par ent s/ l egal  guar di ans/ st udent s 
about  educat i on oppor t uni t i es and 
ser vi ces;  st udent  i nf or mat i on 
( names/ el i gi bi l i t y l i st s,  copi es of  
t est  scor es,  et c. ;  st af f  i nf or mat i on 
( copi es of  empl oyment  appl i cat i ons,  
payr ol l / st ubs,  et c. ;  budget ,  
i nvent or y of  equi pment ,  l egal  
r epor t s,  pr e- and post - t est  dat a,  
compar abi l i t y r epor t s,  eval uat i ons;  
pr omot i on of  par ent / f ami l y 
i nvol vement  ( Ti t l e 1 par ent  advi sor y 
counci l s,  coor di nat i on wi t h ot her  
school - based pr ogr ams and ser vi ces,  
et c. )

Ret ai n unt i l  
compl et i on of  
St at e Audi t or ' s 
exami nat i on r epor t  
or  r et ai n f or  
per i od r equi r ed by 
gr ant  or  pr ogr am,  
whi chever  i s 
l at er ,  t hen 
dest r oy

Paper ;  
El ect r oni c

114

Boundar y Recor ds -  Of f i c i al  l egal  
descr i pt i on of  school  di st r i ct  
boundar i es,  educat i onal  ser vi ce 
cent er  di st r i ct  boundar i es,  or  
di r ect or  di st r i ct  boundar i es

Per manent

Paper ;  
El ect r oni c



4 of 26

Sch.  
# Recor d Ser i es and Descr i pt i on Ret ent i on Per i od Medi a Type

For  use by 
Audi t or  of  
St at e or  
LGRP

RC- 3 
Requi r ed 
by LGRP

115

Gr i evance 
Fi l es/ Set t l ement s/ Ar bi t r at i on -
Document at i on of  set t l ement s and 
ar bi t r at i on,  gr i evances f i l ed by 
l ocal  col l ect i ve bar gai ni ng gr oups

10 year s

Paper ;  
El ect r oni c

116

Hi st or i cal  Recor ds,  Mat er i al s and 
Ar t i f act s t hat  shoul d be r et ai ned f or   
Commemor at i ve Event s and Di spl ays -  
Recor ds document i ng event s or  
mi l est ones of  i ndi vi dual  school s,  
school  di st r i ct s and educat i onal  
ser vi ce cent er s,  wher e t hese event s 
ar e not  document ed i n ot her  r ecor ds 
( such as boar d mi nut es,  t r anscr i pt s,  
et c. )  I ncl udi ng but  not  l i mi t ed t o 
awar d l i st s,  baccal aur eat e and 
commencement  pr ogr ams,  cumul at i ve 
cl ass r anki ngs,  di pl oma or der  l i st s,  
f i nal  gr ade poi nt  summar i es,  honor  
r ol l  l i st s,  gr aduat i ng cl ass hi st or y 
f i l es,  st udent  newspaper s,  
year books/ annual s.

Per manent

Paper ;  
El ect r oni c

117

Mont hl y Admi ni st r at i ve Repor t s & 
Suppor t i ng Document at i on – Repor t s 
submi t t ed mont hl y by admi ni st r at or s 
and super vi sor s on cur r ent  act i v i t y 
i n Di st r i ct  associ at ed wi t h Boar d 
Agenda

1 cal endar  year

Paper ;  
El ect r oni c

118

El ect i ons – I t ems put  on t he bal l ot  
( t ax l evy r el at ed)  r egar di ng t he 
f i nanci al  suppor t  of  t he Di st r i ct

10 year s
Paper ;  
El ect r oni c

119

Recor ds Ret ent i on and Di sposi t i on 
For ms – Recor ds,  al so cal l ed RC- 1,  RC-
2,  and RC- 3 f or ms,  and ot her  l ocal l y 
devel oped
f or ms document i ng t he r et ent i on and 
di sposi t i on of  t he r ecor ds of  an 
of f i ce

Per manent

Paper ;  
El ect r oni c

120

Bar gai ni ng Agr eement s – Recor d of  
Agr eement s bet ween t he boar d and 
r ecogni zed l ocal  associ at i ons of  
cer t i f i ed and cl assi f i ed st af f  wi t h 
r egar d t o wages,  hour s and ot her  
t er ms of  empl oyment  i ncl udi ng not es 
t aken dur i ng t he negot i at i on pr ocess

8 year s af t er  
super seded

Paper ;  
El ect r oni c

121

Budget  Pol i cy Fi l es – annual  budget  
( t ax and appr opr i at i on)  pr epar at i on 
and document at i on

5 year s
Paper ;  
El ect r oni c
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# Recor d Ser i es and Descr i pt i on Ret ent i on Per i od Medi a Type

For  use by 
Audi t or  of  
St at e or  
LGRP

RC- 3 
Requi r ed 
by LGRP

122

Wor ker s Compensat i on Cl ai ms – Cl ai ms 
f i l ed by empl oyees due t o on t he j ob 
i nj ur y

10 year s af t er  
f i nanci al  payment  
made

Paper ;  
El ect r oni c

123

Bank Deposi t or y Agr eement s – An 
agr eement  bet ween a bank and t he 
di st r i ct  wher e t he bank pr ovi des a 
guar ant eed r at e of  r et ur n i n exchange 
f or  keepi ng a deposi t  f or  a f i xed 
amount  of  t i me

4 year s af t er  
compl et i on

Paper ;  
El ect r oni c

124
Or gani zat i on Repor t s 2 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

125

Adopt ed Cour ses of  St udy – A 
compr ehensi ve i nst r uct i onal  pr ogr am 
ser vi ng t he educat i onal  needs of  t he 
st udent s of  t he Di st r i ct

Unt i l  super seded
Paper ;  
El ect r oni c

126

Adopt ed Speci al  Educat i on Pr ogr am – A 
r ecor d of  pr ogr ams pr ovi ded t o 
chi l dr en wi t h di sabi l i t i es i dent i f i ed 
i n accor dance wi t h appl i cabl e St at e 
and Feder al  l aws,  r ul es and 
r egul at i ons.   These pr ogr ams sat i sf y 
t he r equi r ement s of  Ohi o Educat i onal  
Agenci es Ser vi ng Chi l dr en wi t h 
Di sabi l i t i es ( Ohi o’ s Oper at i ng 
St andar ds” )

Unt i l  super seded

Paper ;  
El ect r oni c

127

Adopt ed Speci al  Pr ogr ams – Recor d of  
pr ogr ams made avai l abl e t o t he 
st udent s t o enhance t hei r  educat i on 
t hr ough a var i et y of  appr opr i at e co-
cur r i cul ar  and ext r a- cur r i cul ar  
act i v i t i es

Unt i l  super seded

Paper ;  
El ect r oni c

128

Phot o/ Medi a Rel ease -  Ext er nal  Usage -  
Recor ds document i ng per mi ssi on f or  
non- school  ent i t i es ( such as 
t el evi si on/ r adi o st at i ons,  
newspaper s,  school  phot ogr apher s,  
et c. )  t o use st udent  i mages.   St udent  
i mages i ncl ude,  but  ar e not  l i mi t ed 
t o,  phot os,  vi deo and audi o 
r ecor di ngs.

Ret ai n f or  si x 
year s af t er  end of  
school  year

Paper ;  
El ect r oni c

129

Phot o/ Medi a Rel ease -  Deni al  of  
per mi ssi on.   Recor ds document i ng 
par ent / l egal  guar di an deni al  of  
per mi ssi on f or  t he school / di st r i ct  t o 
use st udent  i mages r ecor ded dur i ng 
of f i c i al  school  act i v i t i es/ event s.   
I ncl udes opt i ng- out .

Ret ai n unt i l  end 
of  school  year  or  
unt i l  super seded,  
whi chever  i s 
l at er ,  t hen 
dest r oy.

Paper ;  
El ect r oni c
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For  use by 
Audi t or  of  
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LGRP

RC- 3 
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130

Phot o/ Medi a Rel ease -  School  Di st r i ct  
Usage -  Recor ds document i ng 
per mi ssi on f or  t he school / di st r i ct  t o 
use st udent  i mages r ecor ded dur i ng 
of f i c i al  school  act i v i t i es/ event s,  by 
st af f  or  st udent s i n an of f i c i al  
capaci t y ( e. g.  school  newspaper ,  
annual  st af f ,  et c. )  I ncl udes annual  
st udent  i dent i f i cat i on/ cl ass pi ct ur es 
t aken by school - cont r act ed 
phot ogr apher .   St udent  i mages 
i ncl ude,  but  ar e not  l i mi t ed t o,  
phot os,  vi deo,  and audi o r ecor di ngs.

Ret ai n f or  si x 
year s af t er  
i mage/ r ecor di ng no 
l onger  bei ng used,  
t hen dest r oy.

Paper ;  
El ect r oni c

131

Publ i c Recor d Request s – Request s f or  
r ecor ds & document at i on t hat  r equest s 
wer e f ul f i l l ed

2 year s
Paper ;  
El ect r oni c

132
Or gani zat i onal  Member shi ps Unt i l  super seded Paper ;  

El ect r oni c

133
Vi si t or  Log One school  year Paper ;  

El ect r oni c

134
Bef or e and Af t er  School  Chi l d Car e 
( Lat chkey)  Si gn I n/ Out  Sheet s

2 year s Paper ;  
El ect r oni c

135

Bef or e and Af t er  School  Chi l d Car e 
( Lat chkey) Recei pt s & Weekl y Repor t s 
Recei pt s & det ai l  i nf or mat i on t o back-
up Tr easur er  r ecei pt s

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

136
Bef or e and Af t er  School  Chi l d Car e 
( Lat chkey)  Regi st r at i on For ms

2 year s Paper ;  
El ect r oni c

137

Chi l d Car e Li cense – Copy of  Chi l d 
Car e l i cense i ssued by ODE,  r equi r ed 
f or  out si de school  hour s si t es.   Not  
r equi r ed f or  af t er  school  at  r i sk 
si t es.

3 year s pl us 
cur r ent  year  
pr ovi ded audi t ed Paper ;  

El ect r oni c

Empl oyee Recor ds

201

Per sonnel  Fi l es ( Shor t - Ter m 
Ret ent i on) -  Document at i on of  t he 
hi st or y and st at us of  t he empl oyment  
r el at i onshi p wi t h an i ndi vi dual  
empl oyee ( cl assi f i ed,  cer t i f i ed,  
act i ve,  and i nact i ve) .  I ncl udes 
subst i t ut e t eacher s,  coaches,  and 
advi sor s.  Recor ds may i ncl ude:  
empl oyment  appl i cat i ons,  per f or mance 
eval uat i ons,  gr i evances,  empl oyment  
ver i f i cat i ons,  acci dent  r epor t ( s) ,  
payr ol l  change sheet s,  PERS 
i nf or mat i on,  exi t  i nt er vi ew,  
di sci pl i nar y act i on( s) ,  wai ver ( s) . Pur ge and dest r oy 

7 year s af t er  
empl oyment  
t er mi nat i on

Paper ;  
El ect r oni c
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202

Per sonnel  Fi l es ( Long- Ter m Ret ent i on) -   
Document at i on of  t he hi st or y and 
st at us of  t he st at us of  t he 
empl oyment  r el at i onshi p wi t h an 
i ndi vi dual  empl oyee.  I ncl udes 
subst i t ut e t eacher s,  coaches,  and 
advi sor s.  Recor ds  i ncl ude:   ser vi ce 
t i me,  sal ar y hi st or y,  l eaves 
bal ances,  t axes pai d,  r esi gnat i on or  
r et i r ement  l et t er ,  r et i r ement  
i nf or mat i on,  and wai ver s 75 year s af t er  

empl oyment  
t er mi nat i on.  

Paper ;  
El ect r oni c

203

Empl oyee Di sci pl i ne Recor ds – Recor ds 
of  a ser i es of  di sci pl i nar y act i ons 
l eadi ng t o i mpr ovement  of  per f or mance 
or  t er mi nat i on f r om empl oyment

7 year s af t er  
t er mi nat i on of  
empl oyment  or  case 
cl osed,  whi chever  
i s l at er ,  or  i n 
accor dance wi t h 
col l ect i ve 
cont r act

204
Comp Ti me Car ds – Accumul at ed and 
used comp t i me car ds

Cur r ent  f i scal  
year

Paper ;  
El ect r oni c

205

Dr ug Test  Recor ds –  I ncl udes r andom 
pool  el i gi bi l i t y l i st s of  empl oyees 
el i gi bl e t o have r andom dr ug scr een 
and dr ug scr eeni ng r esul t s

5 year s

Paper ;  
El ect r oni c

206

Teacher  Lesson Pl an Books End of  cur r ent  
school  year  or  
unt i l  super seded

Paper ;  
El ect r oni c

207

Empl oyee Cont r act s – Wr i t t en 
agr eement  bet ween t he Di st r i ct  and 
t he empl oyee

4 year s af t er  
t er mi nat i on Paper ;  

El ect r oni c

208

Pr of essi onal  Conf er ence Appl i cat i ons 
– Pr of essi onal  l eave f or ms r equest i ng 
per mi ssi on t o at t end pr of essi onal  
devel opment  act i v i t y

2 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

209

I r r egul ar  Empl oyee Cont r act s – 
Wr i t t en agr eement  bet ween t he 
Di st r i ct  and subst i t ut es and ot her  
i r r egul ar  empl oyees benef i t s

4 year s af t er  
cont r act  expi r es Paper ;  

El ect r oni c

210

Unempl oyment  Cl ai ms – I nvoi ce 
mai nt ai ned by Human Resour ces f or  t he 
payment  of  unempl oyment  cl ai ms 
appr oved or  deni ed

5 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

211

Unempl oyment  Recor ds – Document at i on 
of  unempl oyment  r ecor ds

5 year s
Paper ;  
El ect r oni c
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212

Appl i cat i ons ( not  hi r ed)  – 
Appl i cat i ons submi t t ed of  i ndi vi dual s 
not  hi r ed i nt o t he Di st r i ct

2 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

213
Schedul es of  Empl oyees Fi scal  year  pl us 2 

year s
Paper ;  
El ect r oni c

214
Teacher  Per sonnel  Repor t s ( i nt er nal ) Fi scal  year  pl us 1 

year
Paper ;  
El ect r oni c

215

I - 9 I mmi gr at i on For m – For m I - 9 
" Empl oyment  and El i gi bi l i t y 
Ver i f i cat i on"  f or  al l  newl y hi r ed 
empl oyees t o ver i f y t hei r  i dent i t y 
and aut hor i zat i on t o wor k i n t he 
Uni t ed St at es.  Per  Depar t ment  of  
Homel and Secur i t y r egul at i on 8 CFR 
274a. 2.

3 year s af t er  dat e 
of  hi r e or  1 year  
af t er  t er mi nat i on,  
whi chever  i s l at er Paper ;  

El ect r oni c

216

Job Descr i pt i ons – Descr i pt i on of  
expect at i ons and r esponsi bi l i t i es of  
each j ob

Ret ai n unt i l  
super seded or  
obsol et e

Paper ;  
El ect r oni c

217

Job Post i ngs – Recor ds document i ng 
t he post i ng and adver t i sement  of  
empl oyment  posi t i ons,  i ncl udi ng,  but  
not  l i mi t ed t o,  j ob descr i pt i ons,  j ob 
r equi r ement s,  appl i cat i on deadl i ne,  
per sonnel  r equi si t i on and 
compensat i on r ange.

2 year s

Paper ;  
El ect r oni c

218

LPDC ( Local  Pr of essi onal  Devel opment  
Commi t t ee)  Li censur e Recor ds and 
St af f  Summar y Repor t s

Unt i l  super seded
Paper ;  
El ect r oni c

219

LPDC ( Local  Pr of essi onal  Devel opment  
Commi t t ee)  Meet i ng Mi nut es

10 year s
Paper ;  
El ect r oni c

220

St af f  Accept abl e Use Pol i cy – A For m 
si gned by st af f  agr eei ng t o use t he 
Di st r i ct  net wor k r esponsi bl y f or  
Di st r i ct  r el at ed wor k

6 year s

Paper ;  
El ect r oni c

221

St af f  Pr of i l e – Li st i ng i ncl udi ng 
cur r ent  posi t i on,  l i censur e,  degr ee,  
r et i r ement  cr edi t ,  and cont r act  
i nf or mat i on

5 year s
Paper ;  
El ect r oni c

222

Annual  Tr ai ni ng Document at i on – 
Recor d of  t r ai ni ngs i ncl udes 
cur r i cul a,  t est  r esul t s,  mat er i al s 
pr esent ed,  eval uat i ons,  t est s 
admi ni st er ed;  
cer t i f i cat i on/ hour s/ cr edi t s/  poi nt s 
awar ded;  si gn- i n sheet s,  and at t endee 
l i st s

3 year s pl us 
cur r ent  year  
pr ovi ded audi t ed

Paper ;  
El ect r oni c
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223

Teacher s Cer t i f i cat es and Tempor ar y 
Pr of essi onal  Educat i on Per mi t s

6 year s af t er  end 
of  f i scal  year ,  
t hen dest r oy

Paper ;  
El ect r oni c

224

Empl oyee Handbooks – Handbooks t hat  
each empl oyee r ecei ves upon bei ng 
hi r ed

Unt i l  super seded
Paper ;  
El ect r oni c

225

Physi ci an’ s Repor t  of  Wor k Abi l i t y – 
Physi ci ans r epor t  of  
abi l i t y/ r est r i ct i ons f or  i nj ur ed 
empl oyees

7 year s
Paper ;  
El ect r oni c

St udent  Recor ds
St udent  Recor ds-  ( Long- Ter m)  

301

St udent  I nf or mat i on– Recor d of  
st udent ' s name,  addr ess,  t el ephone 
number ,  gr ades,  at t endance r ecor d,  
cl asses at t ended,  gr ade l evel  
compl et ed,  and year  compl et ed;  copi es 
of  bi r t h cer t i f i cat e

Per manent

Paper ;  
El ect r oni c

302

Gr ades/ Tr anscr i pt s – Repor t s of  
subj ect s st udi ed and i ndi vi dual  
st udent  gr ades.   Ret ai n f i nal  gr ade 
car d each year  and f i nal  hi gh school  
t r anscr i pt .   I f  st udent  wi t hdr aws,  
r et ai n al l  t r anscr i pt s

75 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

303

I ndi vi dual  St at e Test  Resul t s – I OWA,  
COGAT,  OAT,  OAA,  OGT,  OTELA,  PSAT,  
ACT,  SAT,  PLAN,  EXPLORE,  OPT,  ASVAB,  
TERRA NOVA,  LAS,  DI AL,  KRA- L,  I Q -  
achi evement  abi l i t y t est s

75 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

304

For ei gn Exchange Recor ds – Recor ds of  
st udent s f r om f or ei gn count r i es 75 year s af t er  

gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

305

Home School ed Recor ds – Recor ds of  
st udent s l i v i ng wi t hi n t he Di st r i ct  
t hat  ar e bei ng school ed f r om home

75 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

St udent  Recor ds-  ( Shor t - Ter m)  

306

Regi st r at i on/ Wi t hdr awal  I nf or mat i on – 
Recor d of  each t i me a st udent  
r egi st er s or  wi t hdr aws wi t hi n t he 
Di st r i ct

6 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

307

Act i v i t y Recor d – A l i st  of  
act i v i t i es st udent s par t i c i pat ed i n 
dur i ng t hei r  hi gh school  year s

6 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

308

St udent  Wor ker  Appl i cat i ons 6 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c



10 of 26

Sch.  
# Recor d Ser i es and Descr i pt i on Ret ent i on Per i od Medi a Type

For  use by 
Audi t or  of  
St at e or  
LGRP

RC- 3 
Requi r ed 
by LGRP

309

Di sci pl i ne Recor ds – Recor d of  
di sci pl i ne t hat  a st udent  has 
r ecei ved i ncl udi ng Sat ur day school ,  
suspensi ons,  and expul si ons.  Recor d 
i ncl udes not i ces t o par ent s.

6 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

310

I nt er vent i on Recor ds – I nt er vent i on 
Assi st ance Team not es l i st i ng al l  of  
t he i nt er vent i ons t hat  wer e t r i ed 
wi t h a st udent  t o hel p i mpr ove 
academi c achi evement  whi ch may or  may 
not  l ead t o a r ef er r al  f or  speci al  
educat i on t est i ng.   I ncl udes 
f unct i onal  behavi or al  assessment s and 
behavi or  i nt er vent i on pl ans

6 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

311

Bul l y i ng/ Har assment  For ms – 
Document at i on of  bul l y i ng/ har assment  
i nci dent s wi t hi n t he Di st r i ct ,  al ong 
wi t h act i on t aken

6 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er

Paper ;  
El ect r oni c

312

Gi f t ed and Tal ent ed St udent  Recor ds – 
St udent  f ol der s i ncl udi ng but  not  
l i mi t ed t o appl i cat i on or  of f er  f or  
par t i c i pat i on,  t est i ng or  el i gi bi l i t y 
det er mi nat i on r ecor ds,  pr ogr ess 
r epor t s,  pr oduct  assessment ,  sampl es 
of  st udent ' s wor ks,  not es,  and 
cor r espondence.

6 year s af t er  
gr aduat i on,  
wi t hdr awal ,  or  
t r ansf er Paper ;  

El ect r oni c

313

At t endance/ Absence Recor ds – Recor d 
of  st udent  at t endance/ absence 
i ncl udi ng dai l y of f i ce cal l  sheet s,  
si gn- i n sheet s,  and doct or  & par ent ’ s 
not es

1 year

Paper ;  
El ect r oni c

314
Cumul at i ve Phot o Recor ds 1 year  af t er  

gr aduat i on
Paper ;  
El ect r oni c

315

Cur r i cul um 
Request s/ Wai ver s/ Subst i t ut i ons -  
Recor ds r el at i ng t o st udent  r equest s 
f or  cl asses or  wai ver s/ subst i t ut i ons,  
wher e aut hor i zi ng si gnat ur e/ i ni t i al s 
f r om school  di st r i ct  st af f  i s 
r equi r ed ( pr i nci pal ,  t eacher ,  
counsel or ,  et c. ) .

1 year  af t er  
gr aduat i on

Paper ;  
El ect r oni c

316

Par ent / Legal  Guar di an Per mi ssi on 
Sl i ps f or  I nt er net  Access and Fi l m 
Vi ewi ng

Ret ai n unt i l  end 
of  school  year ,  
t hen dest r oy

Paper ;  
El ect r oni c
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317

St udent  Accept abl e Use Pol i cy – A 
f or m si gned by par ent s per mi t t i ng 
st udent  onl i ne access,  st udent  
i nf or mat i on t o be used i n t he medi a 
as wel l  as par ent / t eacher  emai l  
communi cat i on

6 year s

Paper ;  
El ect r oni c

318

St at ement  of  Requi r ement s and 
Expect at i ons Si gned and Ret ur ned by 
Par ent / Legal  Guar di an,  i ncl udi ng 
st udent  emai l  not i f i cat i on

Ret ai n unt i l  end 
of  school  year ,  
t hen dest r oy.

Paper ;  
El ect r oni c

319
St udent  Schedul es/ Cont act  I nf or mat i on Unt i l  super seded Paper ;  

El ect r oni c

320

I nt er i m Gr ade Repor t s – Mi d- t er m 
st at us r epor t  of  st udent  per f or mance 
wi t h t eacher  comment s not  par t  of  
per manent  r ecor d

End of  cur r ent  
school  year Paper ;  

El ect r oni c

321

St udent  Or gani zat i on Act i v i t y Recor ds 
– Pur pose cl auses/ budget s of  st udent  
cl ubs engagi ng i n f i nanci al  
act i v i t i es

2 year s af t er  end 
of  f i scal  year Paper ;  

El ect r oni c

322

Adul t  Basi c Li t er acy 
Educat i on/ Gener al  Educat i on 
Devel opment .  ( ABLE/ GED)  Recor ds  –  
I ncl udes st udent  r egi st r at i on f or ms,  
r el ease of  i nf or mat i on f or m,  st udent  
pr ogr ess f or ms,  and st andar di zed 
assessment  answer  sheet s.

1 year

Paper ;  
El ect r oni c

323

Cust ody Cour t  Document s – 
Ver i f i cat i on of  cour t  est abl i shed 
guar di anshi p/ cust ody

Unt i l  super seded 
or  st udent  r eaches 
18 year s of  age

Paper ;  
El ect r oni c

324

Not i ce of  Pl acement  Ter mi nat i on – A 
not i ce of  t er mi nat i on of  pl acement  
r el i nqui shi ng car e and cont r ol ,  
not i ced r ecei ved f r om t he Count y 
Juveni l e Cour t

5 year s

Paper ;  
El ect r oni c

325

Chi l d Abuse/ Negl ect  Ref er r al  Let t er s 
– Recor ds r el at ed t o suspect ed chi l d 
abuse as r epor t ed t o Chi l d Pr ot ect i ve 
Ser vi ces or  t o t he pr oper  l aw 
enf or cement  agency -  i ncl udes 
r epor t s,  conf i r mat i on of  submi ssi on,  
cor r espondence,  i nqui r i es,  r ecor ds 
document i ng r evi si ons/ cor r ect i ons,  
et c.

Thr ough gr aduat i on

Paper ;  
El ect r oni c

326
Teacher  Gr ade Books/ Recor ds 3 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c
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327

Pr e- School  Scr eeni ng Pr of i l e – 
ASQ/ SE,  GGG assessment  r ecor d.   A 
scr eeni ng pr of i l e used f or  pr e- school  
st udent s

3 year s
Paper ;  
El ect r oni c

328

Open Enr ol l ment  For ms  -  Regi st r at i on 
of  st udent  l i v i ng out si de t he 
Di st r i ct  enr ol l i ng i nt o t he school  
Di st r i ct

5 year s
Paper ;  
El ect r oni c

329

Tr ansf er  Recor ds – Recor ds of   
st udent s t r ansf er r i ng f r om one school  
t o anot her  ( gr ant ed/ not  gr ant ed)

5 year s
Paper ;  
El ect r oni c

330

Emer gency I nf or mat i on – A f or m 
cont ai ni ng st udent  emer gency cont act  
i nf or mat i on

Unt i l  super seded
Paper ;  
El ect r oni c

331

Heal t h/ Medi cal  Recor ds – St udent  
vi sual  and hear i ng scr eeni ng and 
i mmuni zat i on r ecor ds.   Al so i ncl udes 
r ecor d of  heal t h scr eeni ngs such as 
audi o/ vi sual ,  physi cal  t her apy,  
speech- l anguage pat hol ogy,  and 
physi ci an i nst r uct i ons

10 year s af t er  
l ast  cont act

Paper ;  
El ect r oni c

332

Heal t h Logs – Recor d of  heal t h car e 
ser vi ces pr ovi ded t o st udent s such as 
medi cat i on and f i r st  ai d.

2 year s 
Paper ;  
El ect r oni c

333

Fr ee/ Reduced Pr i ce Lunch Appl i cat i on 
– Conf i dent i al  appl i cat i ons f or  f r ee 
and r educed l unch benef i t s

4 year s
Paper ;  
El ect r oni c

334

Speci al  Educat i on Tut or i ng Repor t s – 
These f i l es document  t ut or i ng 
pr ovi ded t o st udent s t hr ough speci al  
pr ogr ams.   They i ncl ude aut hor i zat i on 
f or ms si gned by par ent s al l owi ng 
t hei r  chi l d t o par t i c i pat e i n t he 
pr ogr am.

Ret ai n 6 year s 
af t er  st udent  
gr aduat es or  woul d 
have nor mal l y 
gr aduat ed.   

Paper ;  
El ect r oni c

Speci al  Needs Recor ds 
I  d  i t h OAC 3301 51 04 d 34 CFR 300 624  t  
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335

Psychol ogi cal  Recor ds ( Rest r i ct ed)  –  
Recor ds t hat  document  al l  st udent s 
who ar e pr ovi ded counsel i ng,  
pyschol ogi cal  ser vi ces by t he 
school ' s counsel i ng cent er .  
Cl i ni ci ans pr ovi de t r eat ment  
concer ni ng per sonal  pr obl ems,  
academi c concer ns,  and car eer  
concer ns.  Recor ds may i ncl ude 
ext ensi ve not es made by pr ovi der s 
concer ni ng t he assessment ,  di agnosi s,  
t r eat ment  and cont act s ( wr i t t en,  
t el ephone,  or  i n per son)  wi t h each 
st udent ;  r ef er r al  l et t er s;  r el ease of  
medi cal  r ecor ds;  l et t er s t o agenci es 
or  ot her s concer ni ng t he st udent s;  
and ot her  r el at ed mat er i al

Ret ai n 10 year s 
af t er  l ast  
cont act .   I nf or m 
par ent  or  adul t  
st udent  bef or e 
dest r uct i on
pur suant  t o
OAC- 3301- 51- 04 ( O)  
( 1)

Paper ;  
El ect r oni c

336

Eval uat i on Team Repor t  ( ETR)  –  A 
r epor t  t hat  i s devel oped af t er  a 
ser i es of  assessment s gi ven by t he 
school  psychol ogi st  and ot her s t o 
det er mi ne whet her  or  not  t he st udent  
has a di sabi l i t y

Ret ai n 6 year s 
af t er  st udent  
gr aduat es or  woul d 
have nor mal l y 
gr aduat ed.   I nf or m 
par ent  or  adul t  
st udent  bef or e 
dest r uct i on 
pur suant  t o
OAC- 3301- 51- 04 ( O)  
( 1)

Paper ;  
El ect r oni c

337

I ndi vi dual  Educat i on Pl an ( I EP)  –  A 
l egal  bi ndi ng document  t hat  l i st s 
goal s/ obj ect i ves and r el at ed ser vi ces 
t hat   t he st udent  wi l l  r ecei ve 
t hr oughout  t he cal endar  year  based on 
t he assessment  r esul t s of  t he ETR 
( Eval uat i on Team Repor t )  

Ret ai n 6 year s 
af t er  st udent  
gr aduat es or  woul d 
have nor mal l y 
gr aduat ed.   I nf or m 
par ent  or  adul t  
st udent  bef or e 
dest r uct i on 
pur suant  t o
OAC- 3301- 51- 04 ( O)  
( 1)

Paper ;  
El ect r oni c
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338

504/ ADA Pl an – Pl an t hat  al l ows 
var i ous accommodat i ons f or  a st udent  
wi t h a gener al  di sabi l i t y

Ret ai n 6 year s 
af t er  st udent  
gr aduat es or  woul d 
have nor mal l y 
gr aduat ed.   I nf or m 
par ent  or  adul t  
st udent  bef or e 
dest r uct i on 
pur suant  t o
OAC- 3301- 51- 04 ( O)  
( 1)

Paper ;  
El ect r oni c

339

Home I nst r uct i on ( HI )  –  Recor ds t hat  
i dent i f y st udent s t hat  ar e on home 
i nst r uct i on due t o medi cal  or  sever e 
behavi or al  needs.   These r ecor ds 
i ncl ude l esson pl ans,  pr ogr ess 
r epor t s,  gr ades and t i me sheet s of  
t he t ut or  t hat  wor ked wi t h t he 
st udent

Ret ai n f or  6 year s 
af t er  st udent  
gr aduat es or  
wi t hdr aws f r om 
di st r i ct ,  t hen 
dest r oy.

Paper ;  
El ect r oni c

340

Tr ansf er  of  Home- Based St udent  t o 
School / Di st r i ct  -  Recor ds r el at i ng t o 
t he t r ansf er  of  home- based st udent  t o 
school / di st r i ct ,  i ncl udi ng pl acement /  
eval uat i on t est  r esul t s,  not i ce of  
t r ansf er ,  et c.

Ret ai n f or  3 year s 
af t er  st udent  
gr aduat es or  
wi t hdr aws f r om 
di st r i ct ,  t hen 
dest r oy.

Paper ;  
El ect r oni c

341

Speci al  Needs Recor ds ( St udent  not  
El i gi bl e)  -  Ref er r al s,  eval uat i ons,  
eval uat i on r epor t s,  and not i ces f or  
st udent s det er mi ned not  t o be 
el i gi bl e f or  t he speci al  educat i on 
pr ogr am

Ret ai n f or  5 year s 
af t er  st udent  
det er mi ned t o be 
i nel i gi bl e t hen 
dest r oy.

Paper ;  
El ect r oni c

BUI LDI NG RECORDS

401

Bui l di ng Account  Repor t s – Repor t  of  
mai nt enance and cust odi al  ser vi ces 
account s

Unt i l  super seded
Paper ;  
El ect r oni c

402

E- Rat e Fundi ng Appl i cat i on – Feder al  
Tel ecommuni cat i ons f undi ng 
appl i cat i ons

6 year s
Paper ;  
El ect r oni c

403

Mul t i - Si t e Moni t or  Revi ew For ms – A 
checkl i st  t o ensur e t hat  t he si t e i s 
pr oper l y f ol l owi ng t he CACFP 
gui del i nes.

3 year s pl us 
cur r ent  year  
pr ovi ded audi t ed

Paper ;  
El ect r oni c

404

School  Saf et y Pl ans – Recor ds r el at ed 
t o ensur i ng st udent  and st af f  saf et y 
at  school ,  i ncl udi ng har assment  and 
bul l y i ng pr event i on pl ans 

Ret ai n 6 year s 
af t er  obsol et e or  
super seded,  t hen 
dest r oy

Paper ;  
El ect r oni c
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405

Recor ds of  Dr i l l s or  Rapi d Di smi ssal s 
and School  Saf et y Dr i l l s –  Recor ds 
of  al l  t or nado,  f i r e,  r api d 
di smi ssal ,  and school  saf et y dr i l l s 
per f or med wi t hi n a bui l di ng.   Recor ds 
shoul d i ncl ude t he i dent i t y of  t he 
per son conduct i ng t he dr i l l ,  dat e and 
t i me,  not i f i cat i on met hod,  st af f  
member s on dut y and par t i c i pat i ng,  
number  of  occupant s evacuat ed,  
speci al  condi t i ons si mul at ed,  
pr obl ems encount er ed,  heat h 
condi t i ons,  and t i me r equi r ed t o 
accompl i sh compl et e evacuat i on.   
Recor ds f or  school  saf et y dr i l l s must  
cont ai n t he dat e and t i me of  each 
dr i l l  conduct ed t he pr i or  school  year  
and when t hey wi l l  be conduct ed i n 
t he cur r ent  school  year .   See ORC 
3737. 73.

1 year  af t er  end 
of  f i scal  year

Paper ;  
El ect r oni c

406

Fi r e I nspect i on – Repor t s of  bui l di ng 
i nspect i on per f or med by t he ci t y Fi r e 
Di vi si on

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

407

Bui l di ng I nspect i on Repor t s – 
El evat or ,  spr i nkl er ,  and al ar m syst em 
r epor t s

2 year s
Paper ;  
El ect r oni c

408

Bui l di ng Heal t h I nspect i ons – A 
r ecor d of  al l  heal t h i nspect i ons 
per f or med wi t hi n a bui l di ng

2 year s af t er  end 
of  f i scal  year Paper ;  

El ect r oni c

409

St udent  Act i v i t y Recor ds – Pay i n 
f or ms,  pay- out  f or ms;  account  
f or ms/ Di st . ;  budget  f or ms,  
r equi si t i ons;  pur chase or der ;  t i cket  
sal es r epor t s

2 year s

Paper ;  
El ect r oni c

410

Recei pt  and Deposi t  Sl i ps – copi es of  
r ecei pt s f or  moni es t ur ned i nt o t he 
of f i ce

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

411
Budget  and Appr opr i at i on Recor ds – 
Recor d of  bui l di ng budget

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

412

Requi si t i ons and Pur chase Or der s – 
Recor d of  money bei ng r equest ed and a 
r ecor d of  i t ems pur chased f or m t he 
bui l di ng budget

2 year s
Paper ;  
El ect r oni c

413

I nvent or i es – I nvent or y of  suppl i es,  
t ext books,  and ot her  mat er i al s 
pur chased and used wi t h t he bui l di ng

Unt i l  super seded 
Paper ;  
El ect r oni c

414

St udent  Handbook – Handbook 
cont ai ni ng st udent  pol i c i es,  
r egul at i ons and codes

Unt i l  super seded
Paper ;  
El ect r oni c
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415

Bui l di ng Secur i t y/ Sur vei l l ance vi deos Use f or  one cycl e 
t hen r euse 
pr ovi ded no act i on 
pendi ng

Paper ;  
El ect r oni c

Cent r al  Depar t ment  Recor ds
Admi ni st r at i ve Of f i ces

501

School  Cal endar s – Cal endar  f or  i n 
sessi on/ out  of  sessi on school  days as 
wel l  as pr of essi onal  days f or  
t eacher s

5 year s
Paper ;  
El ect r oni c

502

Per sonnel  Di r ect or y – Names,  phone 
number s and addr esses of  al l  
empl oyees

10 year s
Paper ;  
El ect r oni c

503
Enr ol l ment  Recor d ( by gr ade/ bui l di ng) Per manent Paper ;  

El ect r oni c

504

Repai r ,  I nst al l at i on and Mai nt enance 
Recor ds – A r ecor d of  mai nt enance,  
i nst al l at i on and r epai r s per f or med on 
bui l di ngs wi t hi n t he Di st r i ct

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

505

Bui l di ng/ Faci l i t i es  and Equi pment  
I nvent or y – I nvent or y of  equi pment  
owned by Di st r i ct

Unt i l  super seded 
pr ovi ded audi t ed Paper ;  

El ect r oni c

506

Bui l di ng,  Boi l er  & Mai nt enance 
Repor t s – I nspect i on/  mai nt enance 
r epor t s f or  each bui l di ng i ncl udi ng 
boi l er  i nspect i on/  mai nt enance

Unt i l  super seded 
pr ovi ded audi t ed Paper ;  

El ect r oni c

507

Pr evai l i ng Wage Recor ds -  Repor t  of  
hour l y wages,  benef i t s and over t i me,  
est abl i shed by r egul at or y agenci es  
f or  each t r ade and occupat i on 
empl oyed i n t he per f or mance of  publ i c 
wor k

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

508

Rent al  I nf or mat i on – Recor ds 
r egar di ng f aci l i t i es usage:  bui l di ng 
per mi t s submi t t ed t o use f aci l i t i es 
by school  or  communi t y i ndi vi dual s,  
at hl et i c t eams or  gr oups

2 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

509

Wor k Or der s – A r epor t  of  al l  
r equest ed mai nt enance/ cust odi al  wor k

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

510

Envi r onment al  Repor t s and Dat a – 
Repor t s on asbest os and ot her  
envi r onment al  i ssues

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

511
Vandal i sm Repor t s – Repor t s of  
vandal i sm t hr oughout  t he Di st r i ct

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

512
St udent  Act i v i t y Pur pose Cl auses Unt i l  super seded Paper ;  

El ect r oni c

513
Sal es Pot ent i al  For m ( St udent  
Act i v i t i es)

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c
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514

Sal es Pot ent i al  For ms – Fundr ai si ng 
per mi ssi on f or m i ncl udi ng t he 
f i nanci al  summar y of  t he f undr ai ser  
upon compl et i on of  t he event

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

515

Bi ds and Speci f i cat i ons 
( Unsuccessf ul )  -  Document at i on of  
bi ds suppl i ed by vendor s f or  any 
pr oj ect  r equest i ng bi ds i n compl i ance 
wi t h ORC

1 year  pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

516

Bi ds and Speci f i cat i ons ( Successf ul )  -  
Document at i on of  bi ds suppl i ed by 
vendor s awar ded any pr oj ect  
r equest i ng bi ds i n compl i ance wi t h 
ORC

4 year s af t er  
compl et i on of  
pr oj ect Paper ;  

El ect r oni c

517

Cont r act or  Fi l es – Cont r act or  
r esol ut i ons,  addi t i ons dr awi ngs,  et c.

5 year s af t er  
compl et i on of  
pr oj ect  pr ovi ded 
audi t ed and no 
act i on pendi ng

Paper ;  
El ect r oni c

Tr anspor t at i on Depar t ment

518

Dr i ver  Physi cal  – A r epor t  of  t he 
annual  physi cal  per f or med on dr i ver s

6 year s ( See OAC 
3301- 83- 07- E- 7) Paper ;  

El ect r oni c

519

Dai l y Bus Schedul es – may show bus 
r out e,  t i me t r i p began and ended,  
number  of  pupi l s car r i ed,  and dr i ver s 
si gnat ur e

Ret ai n f or  6 year s 
af t er  end of  
school  year ,  t hen 
dest r oy

Paper ;  
El ect r oni c

520
Fuel  Consumpt i on Dat a – Fuel  r ecor ds 
f or  t he buses

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

521

Tr anspor t at i on Recor ds – 
Tr anspor t at i on r equest s r ecei ved f r om 
school s t hat  i ncl ude st udent  and 
busi ng i nf or mat i on

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

522

Fi el d Tr i p For ms/ Vol unt eer  Dr i ver  
For ms – For ms f r om bui l di ng 
r equest i ng busi ng f or  f i el d t r i ps

Fi scal  year  pl us 2 
year s Paper ;  

El ect r oni c

523

Pr event i ve Mai nt enance Repor t s – A 
r epor t  of  wor k per f or med t o mai nt ai n 
equi pment

Fi scal  year s pl us 
2 year s Paper ;  

El ect r oni c

524
War r ant y/ Guar ant ee – War r ant y of  
equi pment

Li f e of  equi pment Paper ;  
El ect r oni c

525
Pl ant  and Equi pment  I nvent or y Unt i l  super seded 

pr ovi ded audi t ed
Paper ;  
El ect r oni c

526

Vendor  Dat a:  W- 9 & 1099 document s 
mai nt ai ned as l ong as act i ve vendor  
t hen r et ent i on per i od i s appl i ed.

6 year s & cur r ent  
pr ovi ded audi t ed Paper ;  

El ect r oni c

527
Acci dent  Repor t s  -  Law enf or cement  
r epor t s r egar di ng bus acci dent s

3 year s pr ovi ded 
no act i on pendi ng

Paper ;  
El ect r oni c
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528

Vehi cl e Regi st r at i on – Cer t i f i cat es 
of  t i t l e and r egi st r at i on paper wor k 
f r om t he BMV f or  car s,  vans,  t r ucks,  
and buses.

Li f e of  vehi cl e
Paper ;  
El ect r oni c

529
Vehi cl e Li cense -  BMV l i censi ng 
document at i on of  mot or  vehi cl es

1 year  af t er  
t er mi nat i on

Paper ;  
El ect r oni c

530

Vehi cl e Recor ds – Vehi cl e i nsur ance,  
f i nance paper wor k

As l ong as vehi cl e 
i s owned by 
Di st r i ct

Paper ;  
El ect r oni c

531
Dr i ver  Cer t i f i cat i on – Bus dr i ver  
cer t i f i cat i on f or m

1 year  af t er  
t er mi nat i on

Paper ;  
El ect r oni c

532
Suppl i es I nvent or y – Shop/ mechani c 
i nvent or y 

Unt i l  super seded Paper ;  
El ect r oni c

533
Vehi cl e Def ect  Repor t  – Recor d of  
def ect s on each bus

Li f e of  vehi cl e Paper ;  
El ect r oni c

534

Bus on Boar d Secur i t y & Sur vei l l ance 
vi deos Use f or  one 

r ecor di ng cycl e 
t hen r euse 
pr ovi ded no act i on 
pendi ng

Paper ;  
El ect r oni c

535

I mpr oper  St udent  Conduct  on School  
Buses – Recor ds document i ng i nst ances 
of  i mpr oper  st udent  conduct  on school  
buses i ncl udi ng bus r out e,  t i me of  
i nci dent ,  nat ur e of  i nci dent ,  and 
st udent s name

Ret ai n f or  1 year  
af t er  i nci dent ,  
t hen dest r oy Paper ;  

El ect r oni c

536

Appl i cat i on f or  Speci al  
Tr anspor t at i on -  Appl i cat i on f or  
st udent s wi t h physi cal  
di sabi l i t i es/ medi cal  pr obl ems

Ret ai n f or  4 year s 
af t er  end of  
f i scal  year  or  
unt i l  compl et i on 
of  St at e Audi t or ' s 
exami nat i on 
r epor t ,  whi chever  
i s sooner

Paper ;  
El ect r oni c

537

Bus Condi t i on Checkl i st  -  Dai l y 
eval uat i on of  bus by dr i ver s

Ret ai n f or  1 year  
af t er  end of  
school  year

Paper ;  
El ect r oni c

Food Ser vi ces Depar t ment

538

Food Ser vi ce Recor ds – Fi nanci al  
i nf or mat i on,  br eakf ast  cost  sheet s,  
mi l k sol d,  menus,  st udent s ser ved

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

539

Lunchr oom Recor ds – Cashi er ’ s dai l y 
pr oduct i on sheet s f r om each bui l di ng,  
cash r egi st er  t apes

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

540

Lunchr oom Repor t s – Conf i dent i al  
appl i cat i ons f or  f r ee and r educed 
l unch benef i t s

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

541
I nvent or i es – I nvent or y of  f ood 
suppl i es

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c
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542

Lunchr oom/  Food Ser vi ce Li cense – 
Cur r ent  f ood ser vi ce l i cense,  i ssued 
annual l y by t he boar d of  heal t h of  
t he heal t h di st r i ct  i n whi ch t he f ood 
ser vi ce oper at i on i s l ocat ed.

1 year  af t er  
expi r at i on

Paper ;  
El ect r oni c

543

Vendor  Food Ser vi ce Cont r act  – 
Cont r act  bet ween t he Di st r i ct  and an 
out si de vendor  pr ovi di ng meal s and 
snacks

3 year s pl us 
cur r ent  year  
pr ovi ded audi t ed

Paper ;  
El ect r oni c

544

Schedul e f or  School  Br eakf ast / Lunch 
Pr ogr ams – I ncl udes pl an and backup 
document at i on submi t t ed t o Ohi o Boar d 
of  Educat i on f or  pr ogr am appr oval

Ret ai n f or  6 year s 
af t er  pl an 
obsol et e or  
super seded,  t hen 
dest r oy

Paper ;  
El ect r oni c

Fi nanci al  Recor ds

601

Audi t  Repor t s – Past  management  
eval uat i on r epor t s,  mont hl y cl ai m 
document at i on,  mast er  l i st s,  and 
i ncome el i gi bi l i t y appl i cat i ons

3 year s pl us 
cur r ent  year  
pr ovi ded audi t ed

Paper ;  
El ect r oni c

602

Annual  Fi nanci al  Repor t s – Fi nanci al  
r epor t s pr epar ed f r om t he account i ng 
syst em t hat  can be r epr oduced f r om 
t he comput er  r ecor ds.   Thi s i ncl udes:   
Annual  Ledger s,  Budget  Ledger s,  
Vendor  Li st i ng,  Check Regi st er ,  
I nvoi ce Li st ,  Pur chase Or der  Li st i ng,  
Account s Repor t s,  Fi nanci al  Summar y 
and Det ai l  Repor t s

5 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

603
Act i v i t y Fund Cash Jour nal  & Ledger 5 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

604
Bond Regi st er 20 year s af t er  

i ssue expi r es
Paper ;  
El ect r oni c

605
Secur i t i es Per manent Paper ;  

El ect r oni c

606
I nvest ment  Ledger  – Repor t  of  
i nvest ment s owned by Di st r i ct

5 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

607

Foundat i on Di st r i but i on – Repor t  f r om 
t he Ohi o Dept .  of  Educat i on f or  bi -
mont hl y f oundat i on ( st at e basi c ai d)  
r ecei pt s

5 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

608

Tax Set t l ement s ( Semi - Annual )  and 
Advances – Pr oper t y t ax set t l ement  
sheet  i ncl udi ng advances f r om t he 
Count y Audi t or  i ncl uded i n t he 
r ecei pt s

5 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

609

Budget s ( Annual )  -  Tax budget  t hat  i s 
submi t t ed annual l y t o t he Count y 
Audi t or

5 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c
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610
Budget  Wor ki ng Paper s 5 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

611

I nsur ance Pol i c i es – Cont r act s 
bet ween i nsur er  and t he School  
di st r i ct  wher e t he i nsur er ,  i n 
exchange f or  pr emi um payment ,  pays 
f or  damages t o t he School  Di st r i ct  
whi ch ar e caused by cover ed per i l s 
under  t he pol i cy l anguage.

15 year s af t er  
expi r at i on 
pr ovi ded al l  
c l ai ms set t l ed Paper ;  

El ect r oni c

612

Cont r act s – An agr eement  wi t h 
speci f i c t er ms bet ween an ent i t y wi t h 
t he School  Di st r i ct

15 year s af t er  
expi r at i on Paper ;  

El ect r oni c

613
Bonds and Coupons Unt i l  r edeemed 

pr ovi ded audi t ed
Paper ;  
El ect r oni c

614
Account s Payabl e Ledger  – Out st andi ng 
payabl es 

5 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

615

Account s Recei vabl e Ledger s – 
Out st andi ng r evenue due t o t he school  
Di st r i ct

5 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

616

Voucher s,  I nvoi ces and pur chase 
or der s – A voucher  i s a document ar y 
r ecor d of  a busi ness t r ansact i on 
( i . e.  check or  i nvoi ce) .  A pur chase 
or der  i s a document  i t emi zi ng 
pr oduct s/ ser vi ces t o be pur chased 
f r om a vendor .   Ser ves as a cont r act .

10 year s pr ovi ded 
audi t ed.   ORC 
3313. 29.

Paper ;  
El ect r oni c

617

St at e Pr ogr am Fi l es – Auxi l i ar y 
ser vi ces,  r ecor ds of  non- publ i c 
school  f undi ng pr ovi ded by t he Ohi o 
Depar t ment  of  Educat i on and t hr ough 
publ i c and pr i vat e gr ant s

10 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

618

Feder al  Pr ogr ams – Ti t l e I  ( St udent  
Pr ogr ess Repor t s) ,  I I ,  I I I ,  I V- B,  
I DEA,  I V- C,  VI - B,  Chapt er  1,  2;  Dr ug 
Fr ee,  et c.

10 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

619

Tr avel  Expense Voucher s – Document  of  
expendi t ur es f or  t r avel  of  di st r i ct  
empl oyees

10 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

620

Tax Ant i c i pat i on Not es – Document s 
r el at ed t o t he pr epar at i on,  sal e and 
hi st or y r el at ed t o i ssuance of  not es 
bor r owed agai nst  f ut ur e t ax dol l ar s

10 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

621
St at e Rei mbur sement  Set t l ement  Sheet s 5 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

622

Unempl oyment  Cl ai ms – Document at i on 
of  unempl oyment  f or  appl i cat i on of  
unempl oyment  benef i t s

5 year s
Paper ;  
El ect r oni c



21 of 26

Sch.  
# Recor d Ser i es and Descr i pt i on Ret ent i on Per i od Medi a Type

For  use by 
Audi t or  of  
St at e or  
LGRP

RC- 3 
Requi r ed 
by LGRP

623

Empl oyee Bonds,  Boar d Member  Bonds – 
Document s r el at ed t o t he per f or mance 
and t hef t  i nsur ance bi dder  hel d on 
r equi r ed empl oyee and boar d member s

5 year s

Paper ;  
El ect r oni c

624

Cer t i f i cat e of  Est i mat ed Resour ces – 
Count y document  suppl i ed t o t he 
di st r i ct  cer t i f y i ng t he est i mat ed 
r esour ces pr epar ed by t he Di st r i ct

15 year s af t er  
expi r at i on Paper ;  

El ect r oni c

625

Appr opr i at i on Resol ut i ons – 
Resol ut i on appr oved by t he Boar d of  
Educat i on est abl i shi ng and amendi ng 
t he appr opr i at i on f or  t he Di st r i ct

5 year s
Paper ;  
El ect r oni c

626

Tax Appor t i onment s ( Semi - Annual )  – 
Document at i on pr epar ed by t he Count y 
Audi t or  and r epor t  t o t he Di st r i ct  t o 
r ecor d r ecei pt  of  pr oper t y t ax 
set t l ement

5 year s

Paper ;  
El ect r oni c

627

Cancel ed Checks and Bank Set t l ement s 
– Al l  checki ng account s 
r econci l i at i on and st at ement s

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

628
Publ i cat i on Not i ce – Legal  not i ce of  
publ i cat i on i n t he newspaper

4 year s Paper ;  
El ect r oni c

629
Tui t i on Fees and Payment s – Recei pt  
r ecor ds at  t he Tr easur er ’ s Of f i ce

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

630
Unpai d St udent  Fees Thr ough gr aduat i on Paper ;  

El ect r oni c

631

School  Fi nance ( S. F. )  Mont hl y 
St at ement s – Bi - mont hl y r epor t s f or  
t he Ohi o Dept .  of  Educat i on t o r ecor d 
r ecei pt s and expendi t ur es r el at ed t o 
t he f oundat i on payment s.

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

632

I nvest ment  Recor ds – I ndi vi dual  
r ecor d of  i nvest ment s bank 
conf i r mat i ons,  wi r e t r ansf er s,  copi es 
of  CD’ s

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

633
Tr avel  Expense Repor t s 10 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

634

St at e Sal es Tax Repor t s – St at e of  
Ohi o semi - annual  sal es t ax f i l i ngs,  
r epor t i ng any t axabl e sal es.

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

635

St udent  Act i v i t y Funds – St udent  
act i v i t y f unds,  pay i n f or ms,  bank 
deposi t  f or ms and r ecei pt s conf i r mi ng 
deposi t s made i nt o st udent  act i v i t y 
account s

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

636
Check Regi st er s – Li st s of  checks 
i ssued by t he Di st r i ct

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

637
Deposi t  Sl i ps/ Cash Pr oof s – Recei pt s 
f or  deposi t  s l i ps

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c
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638
Recei pt  Books – Recei pt s i ssued f or  
money r ecei ved.  

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

639
Ext r a Tr i p Recor ds 4 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

640

Mont hl y Fi nanci al  Repor t s – Repor t  
gener at ed f r om t he syst em t o r epor t  
t he f i nanci al  st at us t he Di st r i ct  
pr epar ed on a mont hl y basi s

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

641

Account i ng Dat a – Document at i on of  
bi ds suppl i ed by vendor s f or  any 
pr oj ect  r equest i ng bi ds i n compl i ance 
wi t h ORC

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

642

Ser vi ce Cont r act s -   Cont r act s f or  
ser vi ces pr ovi ded f r om an out si de 
educat i on

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

643

St at e Subsi dy Repor t s – Appl i cat i ons 
f or  dr i ver  educat i on,  pupi l  
t r anspor t at i on and speci al  educat i on

3 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

644
Del i ver y/ Packi ng Sl i ps 1 year  pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

645

Requi si t i ons – Document s used t o 
r equest  t he pur chase of  somet hi ng 
t hat  i s submi t t ed f or  appr oval  and 
t hen can be conver t ed t o a pur chase 
or der

1 year  af t er  end 
of  f i scal  year

Paper ;  
El ect r oni c

646
Non- Suf f i c i ent  Fund Checks 
Document at i on & Not i f i cat i ons

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

Payr ol l  Rel at ed Recor ds

701

Sal ar y Cont i nuat i on Agr eement  – 
Agr eement  st at i ng f ul l  or  par t i al  
compensat i on dur i ng per i od of  
di sabi l i t y

7 year s

702
Payr ol l  Ledger s – Recor d of  gr oss t o 
net  cal cul at i ons by empl oyee

75 year s

703

Ear ni ng Regi st er s – Recor d of  gr oss 
t o net  cal cul at i ons by empl oyee and 
by cal endar  year

75 year s

704

Mont hl y Payr ol l  Repor t s – A r ecor d of  
l eave usage and accumul at i on by 
empl oyee as wel l  as r et i r ement  
cont r i but i ons by empl oyee

75 year s

705

Bur eau of  Empl oyment  Ser vi ce 
Quar t er l y Repor t s – OBES r epor t s 
( quar t er l y ear ni ngs and r ecor d of  
weeks wor ked by empl oyee)

7 year s

706

W- 2’ s and W- 4’ s – Empl oyer ’ s copy of  
cal endar  year  r ecor d of  t axabl e 
ear ni ngs,  a r ecor d of  empl oyee 
f eder al  exempt i ons

6 year s and 
cur r ent  pr ovi ded 
audi t ed
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707

Feder al  I ncome Tax – Quar t er l y and 
annual  r ecor d of  f eder al  i ncome t ax 
wi t hhel d and r emi t t ed I RS f or m 941

6 year s and 
cur r ent  pr ovi ded 
audi t ed

708

Ohi o I ncome Tax – Mont hl y and annual  
r ecor d of  Ohi o I ncome t ax wi t hhel d 
and r emi t t ed I T- 4

6 year s and 
cur r ent  pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

709

Ci t y I ncome Tax – Mont hl y and annual  
r ecor d of  muni ci pal i t y i ncome t ax 
wi t hhel d and r emi t t ed

6 year s and 
cur r ent  pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

710

School  I ncome Tax – Mont hl y and 
annual  r ecor d of  School  Di st r i ct  
i ncome t ax wi t hhel d and r emi t t ed SDI T-
1

6 year s and 
cur r ent  pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

711
Payr ol l  Repor t s – Payr ol l  deduct i on 
and di st r i but i on r epor t s

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

712
Payr ol l  Updat e Li st i ng 4 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

713

Payr ol l  Cal cul at i ons – Paper  and 
el ect r oni c r epor t s used t o bal ance 
gr oss net  cal cul at i ons

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

714

St at e Teacher s Syst em and School  
Empl oyees Ret i r ement  Syst em Wai ver s – 
Wai ver  f or ms f or  st udent s an/ or  j obs 
not  el i gi bl e f or  r et i r ement  
wi t hhol di ng

Per manent

Paper ;  
El ect r oni c

715

St at e Empl oyees Ret i r ement  Syst em 
( SERS)  -  Recor d of  SERS wi t hhol di ngs 
mont hl y

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

716

St at e Teacher s Ret i r ement  Syst em 
( STRS)  Recor d of  STRS wi t hhol di ngs 
per  pay and annual

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

717
Annui t y Repor t s 4 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

718
Benef i t  Fol der s/ Repor t s – Li st i ng of  
empl oyee’ s benef i t  enr ol l ment s

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

719

Empl oyee Request s and/ or  
Aut hor i zat i on f or  Leave For ms – 
Request  f or  si ck,  vacat i on,  per sonal ,  
or  ot her  l eave

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

720

Deduct i on Repor t s – Vol unt ar y payr ol l  
deduct i ons per  pay t hat  i ncl ude al l  
deduct i on wi t hhol di ngs f or  each 
empl oyee

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

721

Empl oyee Vacat i on/ Si ck Leave Recor ds  
-  Recor ds of  each empl oyee’ s si ck and 
vacat i on l eave

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

722
Ti me Sheet s -  Recor d of  hour s wor ked 6 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

723
Over t i me Aut hor i zat i on 6 year s Paper ;  

El ect r oni c
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724

Empl oyee I nsur ance Bi l l s – Mont hl y 
r econci l i at i on of  empl oyee medi cal ,  
dent al  and l i f e i nsur ance bi l l s

4 year s pr ovi ded 
audi t ed Paper ;  

El ect r oni c

725
Paycheck Regi st er  – Li st i ng of  checks 
i ssued each pay

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

726
Payr ol l  Bank St at ement  – I ncl udes 
bank st at ement s and r econci l i at i on

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

727

Deduct i on Aut hor i zat i on – For ms t o 
wi t hhol d deduct i ons f r om an 
empl oyee’ s pay

Unt i l  super seded 
or  empl oyee 
t er mi nat es

Paper ;  
El ect r oni c

728
Cour t  Or der ed Gar ni shment s 4 year s af t er  

cause f ul l y pai d
Paper ;  
El ect r oni c

Repor t s

801

St at e Audi t  s / GAAP ( Gener al l y 
Accept ed Account i ng Pr i nci pl es)  
Repor t s– Annual  f i nanci al  audi t  
r epor t s 

5 year s 
Paper ;  
El ect r oni c

802
Speci al  Educat i on ( S. E. )  Repor t s – 
Annual

7 year s Paper ;  
El ect r oni c

803
Vocat i on Educat i on ( V. E. )  Repor t s -  
Annual

5 year s Paper ;  
El ect r oni c

804

Ohi o Common Cor e Dat a ( OCCD)  Repor t s:   
Dat a on r evenues and expendi t ur es per  
pupi l  made by school  di st r i ct s.  

5 year s
Paper ;  
El ect r oni c

805
Dr i ver s Educat i on Repor t 5 year s Paper ;  

El ect r oni c

806

Ohi o Depar t ment  of  Educat i on ( ODE)  
Repor t s – Academi c r epor t s f r om t he 
Ohi o Depar t ment  of  Educat i on

5 year s
Paper ;  
El ect r oni c
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807

Al t er nat i ve Lear ni ng Exper i ence -  
Recor ds document i ng st udent  
par t i c i pat i on i n an al t er nat i ve 
l ear ni ng exper i ence pr ogr am.   
I ncl udes but  i s not  l i mi t ed t o:   
Let t er  of  at t est at i on/ st at ement  of  
under st andi ng;  di st r i ct  r el ease f or m 
and/ or  shar ed agr eement  ( i f  shar i ng 
st udent ) ;  wr i t t en st udent  l ear ni ng 
pl an ( st ar t / st op dat es) ,  appr oval  
dat e when di st r i ct / t eacher  appr oves 
pl an;  est i mat ed hour s per  week of  
st udent  par t i c i pat i on;  i nst r uct i onal  
mat er i al s needed;  t i mel i nes and 
met hods f or  eval uat i ng st udent  
pr ogr ess;  speci f i c l ear ni ng 
goal s/ obj ect i ves/ r equi r ement s;  
st udent / t eacher  i nst r uct i onal  t wo- way 
i nt er act i ons/ cont act s/  mont hl y 
pr ogr ess eval uat i ons and weekl y 
communi cat i ons wi t h st udent  ( and 
par ent / l egal  guar di an f or  st udent  
gr ades K- 8)  i ncl udi ng dat es when 
occur r ed

Ret ai n f or  5 year s 
af t er  end of  
school  year  t hen 
dest r oy.

Paper ;  
El ect r oni c

808

Ci vi l  Ri ght s Repor t s – U. S.  
Depar t ment  of  Educat i on Ci vi l  Ri ght s 
Dat a Col l ect i on and any past  r epor t s

Per manent
Paper ;  
El ect r oni c

809

Ti t l e I X Repor t s – I ncl udes any 
r equi r ed r epor t i ng as r equest ed by 
st at e or  f eder al  agenci es

10 year s 
Paper ;  
El ect r oni c

810

St at e Mi ni mum St andar ds – A r ecor d of  
mi ni mum st andar ds gi ven t o t he 
Di st r i ct  by t he St at e Depar t ment

10 year s 
Paper ;  
El ect r oni c

811
Per sonnel  St at e Repor t s ( SF- 1,  CS- 1) 4 year s pr ovi ded 

audi t ed
Paper ;  
El ect r oni c

812
Wor ker ’ s Comp Wage Repor t s 5 year s Paper ;  

El ect r oni c

813
Wor ker ’ s Comp Payr ol l  Repor t s 5 year s Paper ;  

El ect r oni c

814
Bank Bal ance Cer t i f i cat i on ( Co.  
Audi t or )

5 year s Paper ;  
El ect r oni c

815
Tr anspor t at i on Repor t s – St at e 
t r anspor t at i on r epor t s,  T- 1 and T- 2

4 year s pr ovi ded 
audi t ed

Paper ;  
El ect r oni c

816
EMI S Repor t s 7 year s Paper ;  

El ect r oni c
Gener al  Recor ds

901

Di r ect i ves,  St andar ds,  Laws f or  
Local ,  St at e,  and Feder al  
Gover nment al  Agenci es

Unt i l  Super seded
Paper ;  
El ect r oni c
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902

Execut i ve Cor r espondence – 
Cor r espondence of  t he Di st r i ct  
Super i nt endent  and Admi ni st r at i ve 
st af f  deal i ng wi t h si gni f i cant  
aspect s of  t he admi ni st r at i on of  t he 
Di st r i ct .   I ncl udes i nf or mat i on 
concer ni ng agency pol i c i es,  
pr ocedur es,  pr ogr am,  f i scal  and 
per sonnel  mat t er s.

5 year s;  f i l e wi t h 
r el at ed r ecor ds i f  
cont ent  r equi r es 
l onger  r et ent i on;  
appr ai se f or  
hi st or i cal  val ue.

Paper ;  
El ect r oni c

903

Gener al  Cor r espondence – Request s f or  
i nf or mat i on per t ai ni ng t o 
i nt er pr et at i ons and ot her  mi sc.  
i nqui r i es;  i nf or mat i ve – does not  
at t empt  t o i nf l uence pol i cy.   
I ncl udi ng copi es of  out goi ng 
cor r espondence mai nt ai ned f or  
r ef er ence pur poses.

2 year s

Paper ;  
El ect r oni c

904

Tr ansi ent  Cor r espondence/ Mat er i al – 
Al l  i nf or mal  and/ or  t empor ar y 
messages and not es,  i ncl udi ng emai l  
and voi ce mai l  messages,  and al l  
dr af t s used i n t he pr oduct i on of  
publ i c r ecor ds t hat  do not  set  
pol i cy,  est abl i sh gui del i nes or  
pr ocedur es,  cer t i f y a t r ansact i on or  
become a r ecei pt .   I ncl udes 
communi cat i ons whi ch convey 
i nf or mat i on of  t empor ar y i mpor t ance,  
r ef er r al  l et t er s,  and r equest s f or  
r out i ne i nf or mat i on or  publ i cat i ons 
pr ovi ded t o t he publ i c by t he 
Di st r i ct  whi ch ar e answer ed by 
st andar d f or m l et t er s

Ret ai n unt i l  no 
l onger  of  
admi ni st r at i ve 
val ue,  t hen 
dest r oy

Paper ;  
El ect r oni c

905

Copi es,  Dupl i cat es,  Non- Recor ds -  
I t ems not  i ncl uded i n t he scope of  
of f i c i al  r ecor ds as def i ned by ORC 
149. 011 ( G)  whi ch may i ncl ude 
conveni ence copi es,  descr i bed as non-
of f i c i al  copi es of  r ecor ds,  used f or  
conveni ent  r ef er ence,  t hat  dupl i cat e 
of f i c i al  r ecor ds kept  by t he of f i ce 
of  r ecor d.

Unt i l  no l onger  of  
admi ni st r at i ve 
val ue

Paper ;  
El ect r oni c

906

Exposur e Repor t s – Repor t  of  cont act  
wi t h bl ood or  ot her  pot ent i al l y 
i nf ect i ous mat er i al s

7 year s
Paper ;  
El ect r oni c

907

I nci dent / Acci dent  Repor t s – A r epor t  
of  st udent / empl oyee i nj ur i es or  
acci dent s i ncl udi ng pl ace,  t i me and 
wi t nesses

7 year s pr ovi ded 
no act i on pendi ng Paper ;  

El ect r oni c
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