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Local Government Records Program
800 E.  17th Ayenue
Columbus, OH  432[ 1-2474

MAR   2$   2018

STATE AND LOCAL
GOVEF{NMENT  FiECOF}DS

CONNECTION

RECORDS RETENTION SCHEDULE (RC-2)- Part 1
See instyuctione liefore complellng this i;arm.  Must be submlltad wtlh PAlrT 2

Section A: Local Government Umlt

City of Shaker Heights                                             Department of Communications & Marketing

Section B: Records Commission

City of Shaker Heights                               Records Commlssion (216) 491-1410

(telephone number)

Shaker Hei hts                            441203400 Lee Road
(nddress) (city)                                              (zip code) (county)

To have this form returned to the Reeo]`ds Commisslon electronically. include an emil address:

wi"am.Et.uber®slmkeronlinc.com

I hereby certify that our records commissioin met in an open meeting as seq[iired by Section 121.22 0RC, and approved the

;g:;gg::g%prgftinhisinfoinminnda::::;:::::;::::l::i:::a+::i:::a::z:#o&£:#%¥+:::rEL*¥y:a:::::s:£mds=£:+#andgL%t%#
a knowingly disposed ofwlrich perlj}ins to any pending legal case, clulm, action or request.  ms action is reflected ln the- 3-£S/#

Records ComTt`ission Chair Signat`ife                                           Date

Section C; Ohio m8tory Colinectlom I Stoke Archives

_     LtDLC>l v-t1 R± ccrf`{_I_s ,4i±L+rd
Signature Title

Please Note:   The StaleArchives rctalhi R&2faras perTanently. It is strongly_I?c.oTnended tIIat tlle Records Comdsstan
retalr. apan.]anent copy oftlllsfiorm

SAO-nJGRP- RC-2 Cart i & 2), Revised December 2017
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Section  E:   RECORDS RETENTION SCHEDULE (RC-2)
See tnsll.ucllons before colrlple(ing lhis form.

City of Shaker Heights Department of Communications & Marketing

(local government entity)                                                                                                                            (imit)

\� (2) (3) (4)

Schedule Record Title and Description Retention Media

Number Period Type 'io e  ,   re

¥       !ca      .'--- se

CO-1 Accldent/Injury Reports (copy) untll  nct  longeremployed Paper
z

&        -

CO-2 ActMty Reports -web archlves, consultants 3 years paper,.transientelectronic paper &electronic       7

RE   ,.,-

CO-3 Agendas -(copy) 3  yeawIche:heCOllnCrs:  originalrkofll paper &electronlc

' :    E,
CO-4 Audiovisual -PR: power point presentatlons, Until Electronic

_        I        ae              -I

resident presentations superseded,obsolete,orreplaced;appraiseforhistorlcalvalue or dvd
+^+ae

--,E

ee3rRE57rm^<®_.--__
\

CO-5 Badges & lD's (employee  badges) Turn'e'lT\ nuP0nation Paper
ti

"-            1iae`ur

CO-6 Blds-Requests for Quotes (printing,  phc)tography, 3 Years Paper T   iI
misc.)

CO-7 B.ids -Shaker Life printing 3 yeaoriginfinanrs (copy) -alwithCe Paper

-

CO-8 Blank Forms -photo release,  print requests until obsolete c>rsuperseded paper &electronic
i   -i

CO-9 Budget -Preparat.lan  Documents (working 4 years3yearsUntilsuperseded Paperpaper & ~

-         ffi ;
papers)

CO-10 Contlnulng Educat]on  Coiirses -attendance

I+            _

i_EB  ,records electronicpaper&

CO-ll Continuing Educat.Ion Cciurses -course materials,
ffi-      -(

'RE"        {manuals
electronicpaper&

CO-12 Contracts & Agreements -photographers, 3 years (copy) -

-

p

printers, writers, consultants, advertisingvendorsaclsalesrep
original w.ithfinance electronlc J      ,RE

CO-13 Correspondence -form letters: new residents; 1 year paper &electronic
_L.  ++\

prospective residents; advertisers; corporatecontacts.realtors
'-,   ra'

CO-14 Correspondence -general: memos, letters, 2 years paper &electronic

not'ces

CO-15 Correspondence -emall Until  no  longeradministratlvelynecessary; electronic
?i

I,-RE`^

SAO-/LGRP-RC-2 (Part I  & 2), Revised December 2017
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Section E:   RECORDS  RETENTION SCHEDULE (RC-2)
See  inslI.uc{ions before completing IhisfiorrrI.

aty of Shaker Heights

OOcBl  goyernment eiltity)

Department of Communications & Marketing

h (2) (3) (4)Md'
"        i                 .: ¢,

Schedule Record Title and I)cscrlption RetentionPeriodWhennolongeremployed;originalHumanResources elaTypepaper&electronic
|lolt u]I.eiJ,

NumbeI. fi
es       ,,,_      I

rG

Employee Performance  Evaluations (copy)

-_I
CO-16

CO-17 Employee Time Sheets"EmployeeTrainirig-classes, certificates (copy) 3 yearsWhenno  longeremployed,.orlglnalHumanResources paper &electronlcPaper %

CO-18
z

a

CP-19 Equlpment Maintenance Records (fax,  copier) ufe of theequipment1yearafterexpiration2yearsUnt:Iupdated, PaperPaperPaperPaperelectronicpaper&electronic
t     __       _'~rfe !eeS_

CO-20 Certif!cations/Licenses -web
ffi.-               .es.

ac.                ~"_        _as T-H

CO-21 Mail -Postal  Records (permlt renewals,  deposlts,

_se-`.se?.,``RE`,`,

~ft          _RE:

withdrawals, charges)

CO-22 Ma"ng Lists -new residents, prospectlve
%,,fig      _~,rty~-L

resic!ents, realtors, contractors superseded orobsoleteUntilupdated,

CO-23 Mamng Lists -Shaker Life recipients,  new |L#"-:.,.
".     ::..:-.`..  :`  :.-**\-,-a,¥_~\.asresidents, prospective resiclents,  realtors,coritractors,advertisers superseded orobsolete

CO-24 Maps -city, schools,  retail, tour maps (scripts) Until  updated,supersecledorobsolete H                               I

"..i.         .

?.RE,i..

CO-25 Media Material -advertlsements, flyers, until superseded paper &electronlc

£ra.raeLRA`

ffi
postcarc]s, artwork

or obsolete,retainonehardCOPY

CO-26 Media Material -Press Releases 3 years paper &electronIcpaper&electronic Z'
`h

CO-27 Meeting Minutes -Hardcopy (copy) 1 year; originaltoclerkofcounc'' -_\S ,\__.'

tr_-p?rm

z__.       I     EEL      _-gr

CO-28 Meeting Audio  Recording 1 year aftertranscribed tohardcopy electronicdig'taIrecording&

%-,        -§LRE--,

`.r.     gg-g     ,',,_Sax+`j:i

CO-29 Munlclpal  Publications -brochures,  closer look, Until supersededorobsolete,retainonehardCOPY Paperelectronic

LSRElREp,-1,postcards, booklets ice   RE.     ,

SAO-/LGRP-RC-2 (Pat 1 & 2), Revisecl December 2017
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Section E:   RECORDS RETENTION SCHEDULE (RC-2)
See insli.uelions befoI.e completing this form,

City of Shaker Heights                                                Department of Communications & Marketing

(local goyemmcnt entity)                                                                                                                                  (unit)

(1) (2) (3) (4)

};-L-,#\`,-

Schedule Record Tlt]e alid Des¬rii)tion Retention Media
i--:S\.~r``.if ha;.`

Number Perlod Type
t `\~.

CO-30 Municipal  Publications -Shaker Life magazine Permanent2years Paperelectronlc&audio

E
CO-33 Municipal  Publications -Shaker Life  UPC code Permanent; untilsupersededorobsolete electrcmic

*
~ee,==>aeiz_

CO-34 Photos Permanent dvd  orpaper                  ,`__,_`ree

__£tp`, ,-s

-+?'iRT¥RT,: 3

CO-35 Prlr`tlng orders -all department requests & 3 years Paper =±k=RE%tifeB :*
=%,`&     i  _' _- 1er-. .¬

receipts
I.  _   c.z,``-__ -~ _J*±Z -
'':I,,i:,¥-§J_I._gZJia=Zrfe~. i

CO-36 Requisltions -purchase orders,  invoices,  receipts(copy) 3 years; originaltofinance Paper
". ,:'Ife±:''-rye.3Ji`se

-

{±£ ¥al¬>,    r-`-`

CO-37 Signatures -council,  directors, etc. UntiS|'PeobsoI updated,rsededorlete electronic
-i¥---'='-_ se-'r'£
i-., I a-a

±_x3igivi;%

CO-38 Templates -city letterhead, memos, logos,businesscards Until updated,supersededor electronic

obsolete
-_.i,_as-i--_'iife=~,�,_%\=

CO-39 Transient Records: telephone messages   volce until  no longer PaPer&              rz-T=3±-,'

mail, text messages, temporary drafts, paid administratively electronic      *Tex¥¥ :lapp;:./=g',?i£-1

Invoices,  draft  minutes,  draft agendas, necessary If ,,`-

-`    ,|

advertising drafts, notes,  etc. i
/<*b--i

CO-40 Web -Social  Media: Facebook, Twitter, Until no  longer web

L]lnstagram, Linked-ln,  and any new platform the admlnlstratively

City uses necessaI.y

CO-41 Web -Websltes: shakeronllne.com and Until  no  longer web Ishaker.life admlnlstrativelynecessary

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

March 28, 2018

By Emajl:  lofalrecs@ohlohisforv.ore

ohio History Cormection
State Archi\/es of ohio
Local Government Records Program
800  E.17th Avenue
Columbus, Ohio 432tl-2474

Re:        Submisslon  of RC-2' Form

To Whom it May Concern,

With  this  cover  letter  I  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{

W^/illiam in. Ondrey Gruber
Director of Law
william.aruber@shakeronlfne.com

crTy oF s`rtAi<eR HEiodr8  I  DEp^R"ENT oF iAw

o4oo iEEf`c]^D  I   8HAJ<ER HEiGrtrs, oH "1ae  I  TEl2le.tot.llio   I  FAX2t6.401.1447  I  wE8 rfutondh.con  I  oh/a F`etry7i1


