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STATE AND LOCAL
HISTORY GOVERNMENT RECORDS
CONNECTION ’
RECORDS RETENTION SCHEDULE (RC-2)- Part 1
See instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit
City of Shaker Heights Department of Communications & Marketing

1 (unit)

(locgl government entity) . .
%IM%&[ Tty > Kimberly Golem  Administrative Assistant _3/28/2018

/
(signature of rcuznsxblc official) (name) (title) (date)

Section B: Records Commission

City of Shaker Heights Records Commission (216) 491-1410
(telephone number)

3400 Lee Road Shaker Heights 44120 Cuyahoga

(address) (city) (zip code) (county)

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

william.gruber@shakeronline.com

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the

schedules listed on this form and any continuation sheets. I further certify that our commission will make every effort to prevent

these records series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record
il be knowingly disposed of which pertains to any pending legal case, ¢laim, action or request. This action is reflected in the

minfjte: ptEthio} /L) Al/(‘;__, 3-28-/F

Records Commission Chair Signature: Date

Section C: Ohio History Connection - State Archives

. / / ’/ /7 ! , - ) " o i NN <
// V2 urséé Aer L,[?((./.«b-’“" L—'//’L ‘C\! /;c/«./ﬂ' N’\z“t\ }tc/ <V (_(S /‘/’}/‘Zlu »/45‘}' é//f/ /0

Signature Title Date

Secti : Auditor of Sta

éi/zjijﬁ z WM%‘@W,& Mgﬂg_ ¢/‘~/q,./(g>

Signature Title Date

Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission
retain a permanent copy of this form

SAO-/LGRP- RC-2 (Part | & 2), Revised December 2017
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

City of Shaker Heights Department of Communications & Marketing
(local govemnment entity) {unit)
@ @ &) @
Schedule Record Title and Description Retention Media
Number Period Type
CO-1 Accldent/Injury Reports {copy) Untll no longer | paper
employed
co-2 Activity Reports - web archives, consultants 3 years paper; " paper &
transient electronic
electronic
cOo-3 Agendas - (copy) 3 years; original | paper &
w/clerk of electronic
council
CO-4 Audiovisual - PR: power point presentations, Until Electronic
resident presentations superseded, or dvd
obsolete, or
replaced;
appraise for
historical value
CO-5 Badges & 10's (employee badges) Turn in upon paper
' termination )
CO-6 Blds-Requests for Quotes {printing, photography, | 3 years paper
misc.)
CcO-7 Bids - Shaker Life printing 3 years (copy) - paper
original with
finance 'I
CO-8 Blank Forms - photo release, print requests Until obsalete or | paper &
, superseded electronic i
co-9 Budget - Preparation Documents (working 4 years paper '
papers)
C0-10 Continulng Education Courses - attendance 3 years paper &
records electronic
Co-11 Continuing Education Courses - course materials, | Until superseded | paper & i
manuals electronic
Co-12 Contracts & Agreements - photographers, 3 years (copy)— | paper &
printers, writers, consultants, advertising original with electronic
vendors, ad sales rep finance
CO-13 Correspondence - form letters: new residents; 1vyear paper &
prospective residents; advertisers; corporate electronic
contacts; realtors
CO-14 Correspondence - general: memos, jetters, 2 years paper &
notices electronic
CO-15 Correspondence - email Until no longer electrenic 1
administratively

necessary;
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Section E: RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

City of Shaker Heights

Department of Communications & Marketing

(foca] government entity) {onit) v
® @ €) “
Schedule Record Title and Description Retention Media
Number Period Type
CO-16 Employee Performance Evaluations {copy) When no longer | paper &
employed; electronic
original Human
Resources
Co-17 Employee Time Sheets 3 years paper &
) electronic
CO-18 Employee Training - classes, certificates {copy) When no longer | paper
employed;
original Human
Resources
CP-19 Equipment Maintenance Records {fax, copier) Life of the paper
equipment
C0o-20 Certifications/Licenses - web 1 year after paper
expiration
Cco-21 Mail - Postal Records (permit renewals, deposits, | 2 years paper
withdrawals, charges) )
C0-22 Mailing Lists - new residents, prospective Until updated, paper
residents, realtors, contractors superseded or
obsolete
C0O-23 Mailing Lists - Shaker Life recipients, new Until updated, electronic
residents, prospective residents, realtors, superseded or
contractors, advertisers obsolete ; i
Co-24 Maps - city, schools, retail, tour maps {scripts) Until updated, paper & o : : z
superseded or electronic :
obsolete |
C0-25 Media Material - advertisements, flyers, Until superseded | paper & ‘
postcards, artwork or obsolete, electronic .
retain one hard :
copy
C0-26 Media Materfal - Press Releases 3 years paper &
efectronic
Co-27 Meeting Minutes - Hardcopy {copy) 1 year; original paper &
to clerk of electronic
councll
C0O-28 Meeting Audio Recording 1 year after electronic
transcribed to digital
hardcopy recording
C0-29 Municipal Publications - brochures, closer look, Until superseded | paper &
postcards, booklets or obsolete, electronic

retain one hard
copy

SAO-/LGRP- RC-2 (Part 1 & 2), Revised December 2017




Section E: RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Page 4 of 4

City of Shaker Heights Department of Communications & Marketing
(local government entity) {unit)
) @) [6) )
Schedule Record Title and Description Retention Media -
Number Period Type
CO-30 Municipal Publications - Shaker Life magazine Permanent Paper
2 years electronic
& audio
CO-33 Municipal Publications - Shaker Life UPC code Permanent; until | electronic
superseded or 2 -
obsolete b !
CO-34 Photos Permanent dvd or 4
paper =
CO-35 Printing Orders - all department requests & 3 years paper SR
receipts 5 =
CO-36 Requisitions - purchase orders, invoices, receipts | 3 years; original paper _j
(copy) to finance i 7 '
CO-37 Signatures - council, directors, etc. Until updated, electronic  |fs
superseded or - o
obsolete ? i :
CO-38 Templates - city letterhead, memos, logos, Until updated, electronic : {:
business cards superseded or B 3
obsolete 2
C0o-39 Transient Records: telephone messages, voice Until no longer paper &
mail, text messages, temporary drafts, paid administratively | electronic ﬁ
invoices, draft minutes, draft agendas, necessary :
advertising drafts, notes, etc. e
CO-40 Web - Social Media: Facebook, Twitter, Until no longer web
Instagram, Linked-In, and any new platform the administratively ['_"l
city uses necessary
COo-41 Web — Websites: shakeronline.com and Until no longer web

shaker.life

administratively
necessary

SAO-/LGRP- RC-2 (Part 1 & 2), Revised December 2017
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SHAKERHEIGHTS
March 28, 2018

By Email: Jocalrecs@ohiohistory.org

Ohio History Connection

State Archives of Ohio

Local Government Records: Program
800 E, 17% Avenue

Columbus, Ohio 43211-2474

Re: Submission of RC-2 Form

To Whom it May Concern,

With this cover letter [ am sending you by email one Records Retention Schedule for the
Communications and Marketing Department of the City of Shaker Heights..

Please let me know if you have any questions.

Very truly yours,

(Littigite A OB
William M. Ondrey Gruber
Director of Law
william.gruber@shakeronline.com

CITY OF SHAKER HEIGHTS | DEPARTMENT OF LAW
3400 LEE ROAD I' SHAKER HEIGHTS; OH 44120 1 TEL 216.491.1440 | FAX 216.461.1447 | WES shikeronline.éom 1 Ohlo Relay 711




