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Schedule Record Title and Description Retention Media Foruse by RC-3
Number Perlod Type Auditor of Required
Stateor by OHS-
OHS—LGRF‘ LGRP
1 Paper,
16-00680 Minutes for Board of Health and District Advisory Draft-untif Electronic [/
Council Meetings superseded. i
Final- @ o
Permanent. oo
Audio/visual Cones
| recordings-1
year provided Ce fir I)
minutes
| eampleted and
approved.
'16-00850 | Agendas and Sign-in sheets for Board Permanent Paper;
of Health and District Advisory Council | Electronic =
Mestings
18-00851 Agendas and Sign-in sheets for community , staff and | 5 years Paper;
internal commiltee Meetings Electronic (|
16-00652 | Application for State Subsidy 3 years Paper 1
Following
Audit

18-00653 Badges and IDs Destroy Ptastic -
upon £
terminatian

16-00654 | Board of Health Reports and Monthly Packets Permanent Paper;

{ Electronic

16-00655 .Correspondence. Executive-including letters, memos, | 5 years { Paper; :
faxes and emails which convey information dealing Electronic 1
with significant aspects of administration including
ihose concerning policy, procedures, program, fiscal,
and personnel malters.

16-00656 Comespondence, General-inciuding letters, memos, | 2 years .| Paper; -
faxes and emails both interal and from#o various -} Electranic a2 |
individuals, companies and organizalions requesting
information pertaining ta interpratations and other
miscellaneous inquires. (This carrespondence Is
informative-it does nol attempt ta influence palicy)

16-00857 Correspondences, Routine-including letters, memos, | 1 year | Paper;
faxes and emails which convey routine information or Electronic 3
publications provided lo the public which are answered;
by standard form letters. i

~ 7| Licensing Council {Plumbing, Sewage, Food Service, | Permanent Paper; EE/

07-00107 Salid waste, Swimming Paols, Camp Grounds, Traller Elestronic s
Parks (Mohile: Homesl minutes - .

B Annual report (Published Annual Report of the Health ). Faper,;

07-00108 Dapartmeant Permanent  [Electranic. . ]

- N W tershid S Vear() s

07-00110 Contracts & Service Agrarments er Paper; O

xpiration

Electronic
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State Archives of Ohio
Local Government Records Program
800 E. 17th Avenue
Columbus, Ohio 43211-2497
m 2) ® | (4) %) ' 8)
Schedule Record Title and Description | Retention | Medla For use by Rc3 |
Number Period Type Auditor of | Required
’ Stateor | pyOHS-
i OHS-LGRP LGRP
07-00212 | Gontinuing Education Recards (copy) Incorparate | Paper )
into J
Employee
Training File
16-00858 Correspondences, Transient-including Destroy when | Paper; [
letters, menos, faxas and emalls which nolongerof | Electranic
convey information of terporary administrative
importancs in lieu of oral value
communication such as drafls, meeting
notices, telephone messages and
reminders.
16-00859 | General Order, Directives, Palicies, Rules, Until | Paper;
Handbooks, Regulations, Procedures or Manuals superseded, | Electronic [
Obsolete, :
or replaced.
.} Retain one
il file copy for
Syrs
16-00660 Individual evaluations of the health commissioner Until the Paper; 1
summarized Electronic :
evaluation is
- completed
and accepted
: by the Board
16-00661 Inventory Lists and Reports (A listing of property 3 years Paper;
| owned by health district and the Ohio Department of | Provided Electronic O
Health.) | audit
16-00662 Legal Opinions Until Paper; :
superseded Elactronic o

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuant to

Sec. 117.26 O.R.C.
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[§)) (2) (3) (4) ) (6)
Schedule Record Title and Dascription Retention Media Foruse RC-3
Number Period Type by Required
Auditor by OHS-
of State LGRP
16-00663 | Minutes for Community, Staff and sub Draft-until Paper;
Committee Meetings superseded. Electronic O
Final-5 year.
| Audioivisual
recordings-
1year provided
minutes
completed and
approved.
16-00664 | Proas/News 3 years Paper;
| Releases Electronic 1
16-00865 Publicalions Until Paper; |
superseded ar Electronic
obgolete. Retain
ane copy
permanently
16-00666 Quality improvements documents, including story 6 years Paper;
board, plans, and forms Electronic (]
168-00867 Records documants (RC-1, Permanent Paper;
RC-2, RC-3) Electronic (i
16-00868 | Resolution of Basrd of Health Permanent Paper; I
Electranic
16-00668 | website Content and Social Media Posls 3years Electranic
|
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1 State Archives of Ohio
Local Governmen! Records Program
800E. 17" Avenue
Columbus, Ohio 43211-2497
(&} 1 (2) (3) (4) (5) (6
Schedule Record Title and Description Retention Media For use by RC-3
Number Perlod Type Auditor of Required
 Stateor by OHS-
| OHS-LGRP LGRP
FISCAL
07-00108 State Subsidy Request (Form 3436,02) “3Years Paper; )
provid_ed Electronic
’ T 3 éear(s) ]
07-00111 Financial Reports- Chio Department of Health and Paper; 0
Audited | Elegtronic
Q7-00112 Financial Reports -Ohio Auditor of State 3 Year(s) ‘Paper;
and Electronic 0
Audited
07-00113 | Ledgers & Reports (Receipts & Expendilures) 3Year(s) Paper, .
and Electronic I
. Audited
07-00114 | Receipl Books “3Year(s) Paper; 2
and Electronic 0
Audited
a7-00115 Pay-tns 3 Year(s) Paper;
Provided : Electronic m|
Auditert
07-001'8 Purchase Order Requisitions, Department 3 Year(s) Paper;
Capy-Purchase Orders, Invoices, Stalements & Provided Electronic !
07-00117 Insurance Palicies - Theft & Liability 15 Year(s) Paper;
Provided all | Electronic 8]
Ciaims
‘| settled L
07-00118 | Annual Budget-Worksheats’ 12 Year(s) \Paper,
' incorporate | Electronic o
into Annual
Budget
07-00119 Annual Budgel 25Year(s) Paper;
| 'Appraise Electronic 0
‘ for Fiscal
| Value
- O7-00120 Fied Asset Inventory 7 Year(s) | Paper, -
: Electronic
16-00670 | Accounts Payable (AP) :| 4 years Paper, 0
! provided ‘Elecironic
audited by
Auditor of
State (AA) |
| Paper may be |
| ‘| dastroyed
. ; . s s g after scanned |
- 16-00671 Accounts Receivable Ledgers & Documents (Medical 4 years AA Paper; O
| Billing) Paper may be | Electronic
destroyed
: ) after scanned .
16-00672 AuditReports S Years paper | Paper; )
;| may be ‘| Efectronic
destroyed
after scanned
2 & e
\Jea\'s
A
A\.\d“ed me - ne yecorl
5 T
e“co\'ﬂp dt@d by ¥
ave be g L a\'\d th
uditor o nas peen
s Urs
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State Archives of Ohia
Local Government Records Prograim
BOOE. 17" Avenue
Columbus, Ohio 432142497
% ) .
1
(N 2) (3) 4) (5 (6
Schedule Record Title and Description Retention Media | Foruseby RC-3
Number Periad Type Auditor of | paquired
Stata or by%HS- ’
OHS-LGRP LGRP |
VITAL STATISTICS
4700121 | Biih Records [ Parmanent | Paper s
N 5
07-00122 Death Records 1 Paper Iz/
07-00123 | Sibrih Certiicates Permanent Paper Ij‘
07-00124 | Vital Statistics Inday I"Parmanent | Paper LEI/
07-00125 | Viial Statstos Reports Permanent | Paper l\?/ £ :
07-00128 - Applications fo'rbB:'rth and Death Records ‘5¥ear(s) | Paper T
After date of |
1 filing
07-00127 | Burial Permts ' 5 Year(s) Paper O
07-00128 Petty Cash-Daily Startand End Repoit ‘ 3 Year(s) Multi
provided 3
Audited
07-00130 Micellanzous Case Files -Hearings " 20 Year(s) Paper
) Appraise
for foa
Historical [:I
and Legal
Value
CLINIC
07-00200 Clinical Protocols : 1 Year(s) after | Papar;
(gevised, Electronic i
rescinded or
_bbsolete g
07-00201 T8 testCards -Positive Permanent | Paper O
07-00202 ™ TL;'.SI Cards -Nepative 1Year(s) Paper 0O
(07-00204 | T8 Matical Retaords — Posiive Teatment TPermanent | Faper 5
16-00673 Adult & Child Medical Charts 7 Year(s) after| Paper; .
5 st contact | Electronic
or7 Years a
after reaching
age 18. Papex]
may be
destroyed
affer scanned|
ars
Audited means: tht;\ej?“ecor
gssed b
ncomp « ihe
have been aud fec bythe
Auditor of gtate and
ag izeen
audit report 2% 0
released PUrsue
7.26 ORL:
Sec. A47.
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§)] @ j (©)] i 4 (5) . (B)
Schedule | RecordTitle and Description Retention Period . Media For use by RC-3
Number ‘ Type Auditor of Required |

State or by OHS-
OHS-LGRP . LGRP
07-00207 | Immiunization Consent 7 Year(s) Paper,” o
: | after last contact ar 7 Electronic
Years after reaching age
4 n]
07-00209 HIV Charts - Confidential 7Year(s) Paper
after last event or 7
years after age 18 O
07-00210 Grants - Fiscalreports (copy) > “7Year(s) T - Paper;
after expiration of grant Electronic
o
07-00211 Vaccine Adverse Event Reports [ 7Year(s) after st Paper; .
event or 7 years after Electronic )
age 18
07-00215 HIPAA - Rekase Forms B Year(s) after eventor7 Paper; i
years Electronic O
after age 18
07:00277" | Medical Encounter Sheats (Superbill) rcorporate Paper,
'nto billing, verfy Electranic Ol
informatbn, then d
| e dispose
07-00218 Sign In Sheets Incorporate Paper; O
into billing, verify Electronic |
information, then dispose| 4
NURSING ' i T
‘07:00300 | ‘Accounts Payable B Month{sy after auait Paper; T
: Eleclronic )
07-00307 Aclivity Sheels (Daily) FRCEE : :F‘apél‘; : W]
g -Electranic ]
07-00302 | Bureaw for Children with Meicht § Year(s} Paper; | o ]
Handicap- Inactive Charts after bast contact | Electronic | 3}
07-00304 Bureanfor Childrenwith Medical 3 Vaar(s) F'ﬁper; ] ;
Handicap- Payments Received - provided audited 1] Electronic. - m|
ODH
| ‘07-00307 Communable Deease Reports Permanant "I Paper: ]
B ) ‘Electconic
07-00309 Flu Medicare: Billing Forms & Payment | 5 Year(s) - [ Paper; (W]
.| Farms (Private Pay & Medical Releasef . T E,‘?C‘“?’,“c ]
07-00310° | FluPermission Forms-Madicare | 5 Year(s) Paper, ; @]
{Electronic i
5 ars
ans: the ye

dited me :
tzcompasse-d by the yecords

have been audited l:uyt ;:‘t;e
Auditor of State an

audit report has E?een
released purmigait 10

Sec. 447.26 OG-

RS
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m (2) (9) ) (®) (©)
Schedule Recaord Tille and Description Retention Media For use by RC-3
Number Period Type [ Auditor of | Required
State or by OHS.
OHS-L.GRP LGRP
07-00313 Flu Receipt Books 5 Year(s) Faper, o
i e |-Elechonic
16-00674 ; Communicable Disease Records(includes STD Permarnent paper | Paper; ©
records) (ORC 149.43 can be destroyed | Electronic J
] once canveried to
‘ elactronic
16.00675 | Epidemiological Case Records (ORG 149.43) 5years after case | Paper; | ]
closed (desfroy Eleclronic
! paper once
: elaciroric)
16-00676  Flushotand Immunization consent forms 1 year afier dale of | Paper;
administration Electronic ¥
{destroy paper ¥
' anca electronic
07-00322 | Fixed Inventary for Public Heath Nurshg :Continually Paper;
‘lupdatedand Eleclronic
revised O
07-00323 | LeadChars 5 Years(s) [ o =
07-00328 | Newborn Screening -5Year(s) 1 Paper; 0
) o : i Electronic
07-00329 Pending PKU results | Appraisefor “Paper, F T T Ej """""""""""
‘Historical Valve  Electronic
16-00677 Children with Medical Handicaps Records 21 yearsoldand 7. Paper, :
(ORC 149.43) years afferlast , Electronic (]
: contact
16-00678 Children With Medical Handicaps with Tyears afler last | Haper;
Cyslic Fibrosis contact " Electronic (|
(regardless of
s age)
© 07-00206 mmunization Records 7 Year{s) altar Paper;
\ast contagtor 7, Electronic 0
feaching-age |
48, Dasteny paper|
| orce adasg: !
E mm———————] . 2 alectronically’
TENVIRONMENTAL HEALTH ’ - )
07-00400 | State Remittance Reports 7VYear(s) Provided;. Paper; Multi
) . Audied ; 0
07-00401 Plumbing -Cammercial Permits/Inspections, SYear(s) Mutti
including applications and corrections ) (]
1 07-00402 Bilumbing-Plans/ Specifications/Biueprints (as- sYear(s) MUt o
b built) o :
07-00403 | Plumbing - Log Book (recard of permits Permanent Paper, Multi | 1
07-00404 Pluml:n'ng-Registratlon?fbermlttowork )- 3Year(s) Paper; Mult/ —
plumbars/contractors after expiration of| 3 O
: license 1 ‘
07-00128 Environmental Health Case Files - Hearings 20vear(s) Paper; fiuffl"}| T
Appraise for
i Historical and
1 Legal Value R
L PR
s
Audited means: the Veamr ds
s Q@
sed by the
encompassty o
have been audited b}i !’d;
“ AR i
Auditor of State and
N @ 8
audit report has been

sed pumuaw\t 10

gec. 117.20 ainloe
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[©) @ (3) (4) ®) (8)
Schedule Record Title and Description Retention :|; Media Foruse by RC-3
Number Period Type Auditor of Required
Stateor by OHS-
i OHS-LGRP LGRP
: Continually
07-00405 Plumbing-registrations (permitto work) ‘Updated & ra- | Computer;
plumbars/contractors Vised (RC-3 Paper; Multi | O
Not required). i
07-00406 Plumbing - Registration Card 7 year (s) after . Paper; Mutti D
expiration ]
1 year (s) !
07-00407 Plumbing —Plarn Review (card) (new projects) After project - Paper; Multl [
- Completed by |
| county
= “TYear(s) afier | = ,
| 07-00408 Plumbing - Back Flow Prevention Report (aanual) completion Paper; Mufll | [
| 3 i
: RACTTO) -
07- 004089 Flumhbing-Medical Gas-Inspections, prints, ‘ Mutti (I
Parmits -
%S ) .3 Year(s)
Q7-00410 Food Servie - License Applications . Paper; Mullj |' D
i Life of faciilty
07-00411 FoodService-Plans Paper; Multi ]
SYear(syand |' ,
07-00412 food Service-Inspeclion Reparts | noactions ‘Paper; Multi |
pending ;
5 Year(s) and
07-00413 Food Service -Nuisance Investigations noactions §Paper; Multi |
pending ;
o 5Ywear{s) and SRSy
07-00414 rood Service - Fogd Borne lliness investigation noactions Paper; Muiti
pepding :
SYear(s)and | i
07-00417 Manufactured Home Park Program- inspactions no actions || Paper; Multi |!
pending 1 !
SYear(s)and |:
07-00418 Manufactured Home Park Program—Nusance no actions iPaper; Multi D
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OHIO Ohio Historical Society
AL State Archives of Ohio
l.ocal Government Records Program
800 L. 17" Avenue
Columbus. Ohio 43211-2497
(N (2) . (3) 4) (8) )
Schedule Record Title and Description Retention Media For use by RC-3
Number Period Type | Auditor of | Raquired
| State or by OHS-
OHS-LGRP LGRP
07-00420 Swimming Pacl -License Applications 3Year(s) Paper; Mulfi
07-00421 Swimming Pool - Plans Lite of Paper; Mulli}
facility , )
D7-00422 | Swimming Pool - Inspection Reports 5Year(sjand | Paper, Mulli|
no actions ] Im|
pending
07-00422-A | School Inspection Reports CBYear(s) ‘ Faper, (T
1 : 4Ds
07-00423 | Swimming Paol - Nuisance nvestgations "G Ycar(syand | Papor, Ml
' no actions \ o
pending
07-00424 Parks & Camps -Lcense Applications 3 Year(s} Paper; Multi
o
07-00425 Parks& Camps-Plans Lite of Paper; Mulli|
i facity o
07-00426 Parks & Camps - Inspection Reports SVears)and | Paper, Muli|
no actions ]
) pending
07-00427 Parks & Camps -Nuisance Investigation HYear(s)and | Paper; Mull |-
. noactions |
pending ‘
o7-08428 | Taltoo Parlors & Plercing - Licen'seAppli;albns 3 Year(s) Faper; Multr j,
f' O
|
07-00429 | Talloo parkrs &Piercing- Plans  Life of Paper; Multi }*
' ' business i O
07-00430 | Tauoo Parlars & Plercing - Inspection Reports SYear(sjand | Faper; KT
i no actions 0
pending :
07-00431 Taltoo Parlors & Plercing - Naisance 5Year(s) and Paper; Multl | ;
Investgations no actions ;
pending a
07-00432 Sewage Pragram - Lcense Applicatans 3Year(s) Paper; fMuitl )
]
07-00433 | Sewage Program- Plans Tifeof ™ "Baper, Mult
structurs o
07-00434 | Sewage Progiam - napechion REpoits "Tita of “Paper; Muil
structure
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0] (2) (3) ) (8) (6)
Schedule Record Title and Descripton Retention Media For use by RC-3
Number Period Type Auditor of Required
State or by OHS-
OHS-LGRP LGRP
07-00435 | Sewage Program -Nuisance Investigations SYewr(sjand | Multi
no actions ()
pending
07-00436 | Sewage Program - Registrations SYear(s) WG )
07-00437 | Sewage Program-Operations & Maintenance 1Yeai(s) Multi
(reports from service providers) continually
updated and
revised
07-00438 | Rabies-Reports -Permanent Mufti [m]
07-00438-A | Animal Bte Reports/Correspondence 5Year(s) and | Multi [}
no aclion
pending
07-00439 | Rabies - Quarantine Notices Permanent | Mull
| 07:00450 | "Wells - Permits -to include application, plans | Permanent | Ml
permts, initial inspection and water sample (]
reports
G7-00444 Masquito - Nusance Complaints §Year(s) Multi
]
07-00445 | Mosquitoes - Invesligations 8 Year(s) and Multy
no actions [
pending
07-00446 | Mosqutoes - Pesticide License (Ohio Dept. of 1Year(s) Maitt
Health) after 1
expiration of
license
07-00447 Mosguito - Pestickle Application Records 3 Yeai(s) Mul
|
0700448 Solid Waste -Inspection Reports Permanant ; Ml
(i}
HEALTH PROMOTION AND EDUCATION
07-00508 Fee Schedule 1 Year(s) afler | Mulli
revised, i |
rescinded or
obsulete
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3] 3) 4 () (6]
Schedule Record Tile and Description Retention Media For use by RC-3
Number Pericd Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
wic
| 0700802 | Advisory Committee Files (minules & 4Yaar{s) Faper
membership) En
0780603 | Staff Meoting Minutes 4Year{s) Muni
]
0700604 | Slate/FederalCorrespondence (all projects, 4 Year(s) Mt
ktters, policy and procedure letters, etc) O
07--00605 | Program Activity Reports (submitted to State 4Year(s) Multi
WIC) O
| 07-00808 | Wrillen Job Orenialion Pans Tor new healh 4Year(s) Paper 1
professionals (]
"07-00807 | Outroach files (copes of kiiors masd o 7Year{s) WAL
physicians, churches. daycare centers. etc) |
(07~ Dacumentaton of calibration of hamaltological TYear(s) Paper
equipment (m )
07-00809 | Policy and Procedures & Lefters 4Year(s) Paper ]
()
07-00810 | Qcartady Expendiure Reparts 4 Year(s) Muit
=
O7=UUBTT | Final Expense Rapams 4 Yaar(s) Wi t
B7-0061Z" | Approvest Prgect Budges  Project Budyat 4Year{s) i
Revisbns. and all supporting documentation O
0700673 | General Ledgers 4Year(s) Paper B
()
| 07-00674 | Time and actv iy reports (me sdios] 4Year(s) Paper [ ]
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(1) @ 3) | (4) (5) ®
Schedule Record Title and Description Retention Media For use by RC-3
Number Perlod Type Auditor of | Required
State or by OHS-
OHB-LGRP LGRP
07-00615 | Certiicates of aitendance 4 Year(s) Paper
O
07-00616 | TravetVouchers 4Year(s) Paper
O
07-00617 System Inventory 4 Year(s) Muit
07-00618 Food Instrument Stubs 9 manth(s) Paper
07-00818 [ Data Transfer Reporl 9 month(s) Mulll
]
07-00820 Partcipation by Prorty and category report TYear(s) fiut
(case bad report) (|
07-00621 | Termination reports -clients 4Year(s) Mutt
(|
07-00822 | Purge Repori-cients 4 Year(s) N
O
07-00623 | Missed food mstrument report 2Vear(s) MR
O
07-00624 Ineligble report 4Year(s) Mult
O
07-00625 Wai List Report 4 Year(s) Muy
O7-00626 Immunizaton repors 4Year(s) Rl
07-00827 Racialethntreports 4 Year(s) Multi
(]
07-00628 | Automatad Response System (ARS) report Ontifnio Paper '
(from State WIG office) longer of .
Admin. Value o
T07-00629 | Maiing regsters 4 year(s) Mulli
O
07-00630 | Redemption cost report -from State WIG office Untll no Paper
langer of
Admin Or O
Fiscal Value
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(W] (2 (3) 4) (5) (6
Schedule Record Title and Description Retention Medla For use by RC-3
Number Periad Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
07-00837 | Vendor Compiaints % Year(s) Paper
(=}
07-00632 Participant complaints 4'Vear(s) Paper
()
07-00833 | Vendor Site Vit Checklist 4 Year(s) Paper
J
| 07-0062% | Vendor ersor kiters 4 Year(s) “Paper
[
07-00636 Letters of all contracted vendors (provided by 4Year(s) Paper
State WIC office) 1
07-00636 Combined programs application (CPA) - 4 Year(s) Paper
referrals fromotharagencies =
07-00837 | Fair Hearing Files 4 Year(s) Paper
(]
07-00838 Participant Survey Summary and Action Plan 4Year(s) Multi
(]
07-06339 | Lesson Plans Year(s) Multi
(.
07-00640 Nutritional Education Materials Fie 1Year(s) Faper
O
G7-00641 | Chentfiles-Aclive ~initialcontact, enroliment | 7 Yoar(a) ium
exams. results, release of information forms after last O
medical contacts, case management, referrals, | ¢ontactar
B e ineligible:
000842 | Client fiies - macive 7Ygar(s) Wiuii
after last
contact or =
. nelgible
07-00643 Clientfiles~inaclive 7 year(s) Muiti
after last [
contact
0700844 | Medeaidapplications T Incorporate | Paper -
| in client file [
TOT0UEAE | Bllling —copy of billsubmitted to third party 4Year(s) - | Paper
Administrator provided (|
audited

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the

audit report has been
released pursuant to
Sec. 117.26 O.R.C.




nisvany

Ohio Histarical Society
State Archives of Ohio
Local Government Records Program

800 E. 1Ah Avenue
Columbus, Ohio 43211-2497

Page 15 0f 15

Q]
Schedule
Number

A2) (3)
Record Title and Description Retention
Perlod

(4)
Meadia
Typs

5) ] ®)
For use by RC-3
Auditor of Required

Stateor by OHS-
OHS-LGRP LGRP

07-00648

Arlicles, brachures, educalional and 1Year(s)
Informational materal after revised,
superseded
or
discontinued

Multi

O

07-00647

Persannet Records T Sea
personnel
records
retention
schedute
(county
schedulejt

Multi

08-00848

Destroy after
results
recelved.
(RC-3not
required)

HIV charts-negative anonymous

Paper;
Electronic

GENERAL

08-00648

Digtal Recordings of ERC & BOH Meelings 7 year(s)
(RC-3 nat
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