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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

FROM: City of Cleveland Cleveland City Counil

{potitical subdivision)

{Depastmeny/Division}

Schedule Record Title and Description Retention Period Media Type For use by Auditor of State
Mumber or DHS-LGRP
15-9 City Record — bound copy & Permanent Paper & 3 :

on-line Electronic KCB regus red
15-10 City Record index ermanent oo PL3 reguiy 647/
15-11 Annual Reports to Council Permanent Lo gg‘«g rEgUE T q
1512 Oaths of Office Permanent © Li-3 reguired
Certified copies of public utility )
15-13 grants, renewals and
N extensions and all transfers,
mortgages and cther Permanent co
documents affecting titie or
use of public utilities files
under Charler Section 187 and .
Section 113.04 of the Codified
Ordinances
16-14 Bulletins, poslers, general Until no longer
: notices to employees administratively ¢ u
necessary
15-15 Notices to “all members of € years £
Council”; legislative and other
“operational notices
15-16 Property assessment letters Until paid and
audited; but 6w
legisiation
related to
assessment
permanent
16-17 Legisiation log book Permanent e Aé{jg rege ired
{“Red” book)
15-18a Committee Calendars 2 years L
15-18pb Caucus aftendance, agenda & | 2 years
minutes




Form RC-2

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

FROM: Cleveland City Coungil

{potitical subdivision)

{Dvepuriment/idivision)

Schedule Record Title and Description Retention Period Mediz Type For use by Avditer of State
Number ar DHS-LGRP
15-18 Personnel Policy & Until Paper &
Procedures Manuals; Expense | Supersaded Electronic
Reimbursement Policy
Manuals
| 15-20 Subject Fiies (members of 6 years o
i Council — incldg forms filed
‘ with clerk (financial/ethics)
15-21 Subject files — committees and | 15 vears after b
ad hoc commitiees completion of
administrative/proiect files project
15-22 Auditor requests and 4 years oo
responses -
15-23 Voice messages, all formals Until no longer
administratively v
necessary
15-24 Written phone messages Untit no longer
administratively s ow
necessary
15-25 Phone logs Until no longer R
administratively
necessary
Members of CounciliExecutive Assistanis
15-26 Council member subject files & years, then Paper &
send to Council electronic | g7-# regdd 7 ﬂ‘ﬁf
Archives for ) &
review &
disposal
15-27 CalendariSchedule £ years
15-28 Expense reimbursement forms | 6 years £

and expense account
documents
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

FROM: Cleveland City Council

{political subdivision)

{Department/Division)

Schedule Record Title and Description Retention Period BMedis Type For use by Audiior of State
Number or OHS-LGRP
15-29 Financial documents, incidg € years Paper &
reimbursement reports, Electronic
cancelled checks, IRS W-3
forms, audit reporis
15-30 Voicemail messages, all Until no longer v
formats administratively
necessary
18-31 Handouts from G years £
administrationfothers during
committee hearings (kept by
Committee Chair)
Correspondence:
15-32a Routine form letters 1 years <o
15-32-b Letters toffrom 6 years, then Cr
constituents, send to Council
departmental, Archives for
administrative and review &
15.4%¢ legisiative memosfletters | disposal «
Motices to “all members” Until no longer
i | administratively
§ | necessary
; —
Mail:
15-33a Unsolicited (sales Until no longer *
materials, informational administratively
brochures) necessary . e
15-33b Postal records {registered/ | & years
certified/insured logs or
receiptsfpostal docs




containing documents not

included in above

completion

Form RC-2 Sof 7
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
FROMWM: Cleveland City Council
ipolitical subdivision) {Department/Division}
Schedule Reecord Title and Description Retention Period Media Typs For use by Auditor of State
Number or OHS-LGRP
Electronic mail: Until no longer | Paper &
15-34a Routinefunsolicited/ administratively | E/€ctronic
electronic notices o “all necessary
rmembers”
1 15-34b - .
E-mails documenting the & vears «  a
business of Council, incidg Y
deparnmental,
administrative & legislative
memofletters and letters
to/from constituents
15-35 Phone logs Until no longer o
administratively
necessary
Policy/Research Division
15-36 Notes fram commitiee 5 years Paper &
hearings not for purely Electronic
personal use, documenting
work of commitiee
15-37 Budget preparation 4 years o
documentsiworking papers
{‘56—38 Division's legisiative files 1S years after | %
project
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

CONTINUATION SHEET
FROM: Cleveland City Council
{political subdivision) {PeparimenyDivision)
Scheduls Record Title and Deseription Retention Peried Media Type For use by Auditor of State
Mumber or OHS-LGRP
Personnef/Human Resources
15-39 Personnel files 8 years after Paper &
termination Electronic
then review
FLNTT A1 AP (R VOGP 3 O
[RSSEILIAY 2 1373 £ £ P S F IR EOINS 35
15-40 Leave requests {sick/vacation) | 4 years © encompassed by the records
provided hove been audited by the
audited Auditor of State and the
2udii report Das been
-& i i E49
15-41 Payroil records Permanent rolens ; d pursuznt to
£ 4 3o X £
15-42 Time sheets 2 years @ 85, 117.26 OR.C..
15-43 Travel expense reports 4 years “o
- provided ' -
audited
15-44 Council member 8 years o
| reimbursement expense provided
reports audited
Communications
15.45 Public Records requests and 4 years from Paper &
responsive documents date of request | Electronic
| 15-46a Publications (newsletiers, G years, then *o
flyers) send to Council
Archives for
raview &
disposat
15-48b Social Media Postings One year
18-486¢ Social Media Posting removal
log Two years
15-46d | Social Media Policy Until
Superseded _
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

FROM: Cleveland City Council

{potitical subdivision}

(Deparment/Division}

completion

Schedule Record Title and Description Retention Perisd Media Type Far use by Auditor of State
Number or OHS-LGRP
Finance
15-47 Councit Contracts 5 years after Paper &
expiration Electronic
15-48 Purchase orders 4 years provided © o !
( audited |
‘ H 5&,? :4!-563 N £
15-49 | IRS retention schedules 8 years o« AUREEd means: the vears
Gg‘ﬁi G?ngf;‘;qﬂﬁ E”i;ﬁ‘ ié‘%;}ﬁ 5583@%‘;‘;%5
15-50 Travel vouchers, payments, | 4 years provided « » have been auditcd by the
reimbursements audited @ﬁi.?i‘ﬂf of Sisto and the
. eaireperthas ooy
15-51 invoices 10 years * relensed pursuant to
- T : Seer T 2 URT
15-52 Credit card transaction records | 10 ysars oo
General {(not members of Council}
15-53 Project files 15 years after Paper &
proi. completion | Electronic
15-54 Drafis Until superseded o
15-55 Administrative files 4 years then C
review
15-56 Reports to Council - kept by 8 years then o
any Division review
Correspondence {including e-
5.7 mail correspondence) 1year P
-57a ; .
- Genersliroutine 15 years after “
15-57b Project related project




