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COURT OF COMMON PLEAS - DOMESTIC RELATIONS DIVISION

(local government entity)

(unit)

(1)

(2)

(3)

(4)

(5)

(6)

Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or hy OHS-
OHS-LGRP LGRP
SUPERINTENDENCE RULE 26.01 -
ADMINISTRATIVE RECORDS
07-00001 Administrative Journal: Administrative Permanent Multi u
journals that consist of court entries, or a
record of court entries, regarding policies
and issues not related to cases
07-00002 | Monthly Report to the Supreme Court of Permanent Multi
Ohio 0
07-00003 | Bank Records: Bank transaction records 3 Years or until Mutti
the issuance of
audit report by the ]
Auditor of State,
whichever is later
07-00004 | Cash Books: Includes expense and 3 Years or until Multi
receipt ledgers the issuance of
audit report by the: ]
Auditor of State,
whichever is later
07-00005 | Communication Records: Including routine | May be destroyed | Multi
telephone messages in the normal
course of business
as soon as they
are considered to L]
be of no value by
the person holding
them (Sup. R. 26)
07-00006 | Correspondence and General Office May be destroyed | Multi
Records: Including all sent and received in the normal
correspondence course of business
as soon as they
are considered to ]
be of no value by
the person holding
them (Sup. R. 26)
07-00007 | Drafts and Informal Notes: Includes May be destroyed | Multi
transitory information used to prepare the in the normal
official record course of business
as soon as they
are considered to M

be of no value by
the person holding
them (Sup. R. 26)
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(2)

(3)

(4)

(8)

(6)

Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
07-00008 Employment Applications for Posted 2 Years Paper
Positions
]
07-00009 Employment Benefit and Leave Records 3 Years or until Muiti
(should be retained by the appropriate the issuance of
fiscal officer) audit report by the ]
Auditor of State,
whichever is later
07-00010 Employee History and Discipline Records: | 10 Years after Multi
Includes hiring, promotion, evaluation, termination of
attendance, medical issues, discipline, employment ]
termination and retirement issues related
to court employees
07-00011 Fiscal Records: Includes copies of 3 Years or until Multi
tfransactional budgeting and purchasing issuance of audit
documents maintained by another office or | report by the ]
agency Auditor of State,
whichever is later
07-00012 Grant Records 3 Years after Multi
expiration of grant, ]
provided audited
07-00013 Payroll Records: Includes records of 3 Years or until Multi
personnel time and copies of payroll the issuance of
records maintained by another office or audit report by the ]
agency Auditor of State,
whichever is later
07-00014 | Publications Received May be destroyed | Multi
in the normal
course of business
as soon as they
“are considered to L]
be of no value by
the person holding
them (Bup. R. 26)
07-00015 | Receipt Records 3 Years or until Multi
issuance of audit
- report by the ]
Auditor of State,
whichever is later
07-00016 | Requests for Proposals, Bids, and 3 Years after the Multi
Resulting Contracts expiration of the
contract that is ]

awarded pursuant
to the request for
proposal
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M (2) (3) @) (5) (6)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
SUPERINTENDENCE RULE 26(F)
07-00017 Exhibits, Depositions, and Transcripts: At In accordance with | Multi
the conclusion of litigation, including times | Sup. R. 26(F), a
for direct appeal, a court or custodian of written notification B
these items may destroy these items if all is.sent to the party
of the following conditions are met who submitted the
exhibit, deposition,
and/or transcript
07-00018 Judge, Magistrate, and Clerk Notes, May be destroyed | Multi
Drafts, and Research at the discretion of
the preparer (RC- ]
3 not required)
GENERAL RECORDS OF THE COURT
07-00019 | Ohio Public Records Compliance Records | 25 Years and no Paper
(may contain RC-1, RC-2 or RC-3 forms) longer of an Ll
administrative or
legal value
07-00020 | Public Records Request Forms 1 Year Paper
Ul
07-00021 Home Investigations Retain until no Paper
longer of an
administrative ]
and/or legal value
07-00022 Guardian ad Litem/Psychological Retain until no Paper
Evaluations longer of an
administrative ]
and/or legal value
07-00023 | Court Stenographer; Notes and records Maintain for the Multi
on all media same retention ]

period of the type
of proceeding or
until the written
transcript is
prepared, verified
for accuracy, and
approved by the
court. Disposal
notification not
required.
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