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RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES GENERAL ADMINISTRATION
(local govemment entity) {unit)
- 3 e
_27_ 4 g y— MARILYN J. LYON TOWNSHIP ADMINISTRATOR 4/19/12
{signature of respbnsiblg official) (name) (title) (date)

Section B: Records Commission

JACKSON TOWNSHIP 330-832-7416

Records Commission {telephone number)
5735 WALES AVENUE N.W. MASSILLON 44646 _ STARK
(address) (city) {zip code) (county)

To have this form retumed to the Records Commission electronicaily, incdlude an email address: DKERR@JACKSONTWP.COM

series from being destroyed, transferred, or otherwise disposed of in viclation of these schedules and that no record will be knowingly
disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

comm:
SN ] H-24-12.

ReckE L)ommission Chair Signature Date

Section C: Ohlo Historical Society - State Archives
T .

/ 2 L ;T
(L1 ( Paius s Good K sprdty m?-cﬁ,ﬁ{ﬁ/)ﬁ ‘5//,2//&1

Signature Title Date

Section D: Auditor of State

i & m,l.-\./‘—// 59273~

Signature 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-RC2-(Inst.) Revised February 2042




Ohio Historical Society

Page 2 of 8§
HISTORY  State Archives of Ohlo
V Local Government Records Program
800 E. 17* Avenue
M N columbus, Oblo ds217.2407
Section E: Records Retention Schedule
JACKSON TOWNSHIP TRUSTEES GENERAL ADMINISTRATION
{local government entity) {unlt)
F ) i (2) (3) (4) (5) (6)
Sachedule Record Title and Description Retention Period Media For use by RC-3
Number Type Audltor of Required
State or by OHS-
== — S OHS-LGRP LGRP
08-GA-00001 Policies, Procedures, Rules and Regulations: 6 yrs + current year after revised, superseded, | Multi
pertaining to township operations rescinded, and no longer of an administrative
or legal value
08-GA-00002 Chio Pyblic Records Compliance File (RC-1, 25 years + current year after revised, Paper
RC-2,RC-3) Superseded, rescinded, and no longer of an. N
administrative or logal value
08-GA-00003 | Executive Correspondence - includes 3 years + current year and no tonger of an Multj ' )
correspondence of the Department Head and the | Administrative o legel value
executive staff dealing with significant aspects
of the administration of the township, E/
Correspondencs includes information
soncerning policies, program, fiscal and
| personnel matters.
08-GA-00004 | General Correspondence — inclydes 1 year + current year and no longer of an Meule
cotrespondence from various individuals, administrative or legal value
companies and organizations requesting (RC-3 not required) !
information pertaining to the department or 0
tovmship and other miscellaneous inquires. ’ ‘
Does not attempt to influence policy, just -
| informative, . | o L
03-GA-00005 | Routine Correspondence — referral letters, 1 year + current year and no longer of an Multi S
requests for routine information or Publications | administrative value
provided to the public by the department or (RC-3 not required) n
township which is answered by a standard form ‘L
letter.

SAO/LGRP—R02~(lnst.) Revised February 2012
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OHIO Ohio Historical Soclety

Page 3 of 8
HISTORY Statg Archives of Ohio
V Local Govemment Records Program
800 £. 17" Avenue
ME  Coumbus, Ohio 43211267
M T (2) , @ (4) B e
Schedule Record Title and Description Retention Perlod Media For use by RC-3
. Number Type Auditor of Required
State or by OHS-
! OHS-LGRP | LGR
08-GA-00006 | Transient Records - Faxes, notes, telephons gg_’; ey no langer ot m Admirisiarive veiue, sod W desry., Multi | ]
messagesbooks/logs, and other limited dociments equired)
which serve to convey information of temporary D
|_importance, ) — e
08-GA-00007 Unsolicited Correspondence: mail, etc. Retain until no longer of an Administrative Multi
value and then destroy, (RC-3 not required) 0
08-GA-00008 | Coples — reading, informational and reforence Retain until no longer of an Administrative | Mgt o
value and then destroy. (RC-3 pot required). [ [
L — —— —— - - : T - —!
08-GA-00009 Drafts and informa! notes Retain antil no longer of an Administrative Mult
value and then destroy, (RC-3 not required) 0 -
08-GA-00010 | Bulletins, Posters and Notices - informational | Retain until 1o longer of an Administrative Paper o -
value and then destroy., (RC=3 not required) 0
| —
08-GA-00011 Blank forms — forms created by the different | Unéil revised, obsolete or superseded and then | Mult ]
departments destroy, (RC-3 not required), 0
| 08-GA-00012 | Professional Magazings & Publications Retain until no longer of an Adminisirative | Muig [ T
value and then destroy. (RC-3 not required) 0
| 08-GA-00013 | Reference Publications & Ditection Until revised, superacded or obsolete (RC-3 nof Multi T
| required), 0
03-GA-00014 | Laws, Regulations & Rules Until revised, superseded or bsolets (RG3 Mg T———— =
not required) L 0
08-GA-00015 | Vendor & Suppliers Information — contact and | Until revised, obsalete or supsrseded (RC3 | Paper B T -
product information. not required) . 0

SAQ/LGRP-RC2-(Inst.) Revised February 2012
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OH Ohio Historical Soclety

Page 4 of 8
BISTORY  State Archivas of Ohio
v Local Government Records Program
800 E. 17* Avenue
N Columbus, Ohio 43211.2497
@) @) | @) @ T @ ®
Schedule Record Title and Description Retention Perlod -Media For use by RC-3.
Number Type Auditor of Required
State or by OHS-
OHS-LGRP LGRP
08-GA-00016 | Business Card/Rotary & Rolodex Files Until obsolete, superseded or no longer having | Multi T
any administrative value. (RC-3 not required) a
08-GA-00017 | Maintenance/Work Orders Department Copy— | 2 yrs+ current year Paper T
forms for repairs, 0
08-GA-00018 | Workers Compensation Report — Dept. Copy~— | Until no longer of an administrative o legal | Paper
employes BWC claim information, value (RC-3 not required) O
08-GA-00019 | Planning, Scheduling, Calendar & Training Continually updated, revised, erased or no Muld
information on: Display boards, Erasable/Dry- longer of an administrative value
erese boards, chalkboards, easel pads and (RC-3 not required) ]
. Microsoft Outlook
08-GA-00020 | Daily, weekly, monthly and yearly appointment Continually updated, revised, or erased RC3 | Multi
books, calendars, schedules, organizers, planners | not reqnired) 0O
& Microsoft Outlook )
08-GA-00021 | Pacsimile logs, cover sheets, confirmation Until no longer of an administrative, fiscal or | Multi
notices legal value. (RC-3 not required) O
08-GA-00022 | Bmployes training program publications. Retain until superseded, obsolete, replaced Mult i ]
Manuals produced by an agency for internal scan fo electronic form then destro ¥ paper
personnel training, copy O
08-GA-00023 General Operations Files - files that arc needed Until no longer of an Adinistrative value Muld
for general operations of the departients, .
03-GA-00024 Professional Organizations/ Assoc. Files 1 year -+ current year and no longer of an Paper T
administrative value 0]
08-GA-00025 | News Releases - informational releases 1 year + current year then scan o electronic | Malt; o
pertaining to township activities as needed. form for permanent retention E’
’ - | - |

SAD/LGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Society

0o
HISTORY  State Archives of Ohlo Page 5 of 8
v Local Govermment Records Program
800 E. 17™ Avenue
"] Columbus, Ohio 43211-2497
1) (2) @) 4 (8) G
Schedule Record Titie and Description Retentlon Period Media For use by RC-3
Number Type | Auditor of Required ’
State or by QHS-
——e - OHS-LGRP | LGRP
08-GA-00026 | Awards, Newspaper articles Until no longer of an administrative value Multi |
| 08-GA-00027 Surveys and Questionnaires — responses from 3 years + current year and no longer of an Paper
| township residents. administrative or legal value 0
iTB-GA-OOOzS | Equipment Operating and Maintenance Manuals | Life of equipment Multi
| O
08-GA-00029 | Equipment Maintenance & Repair Records Life of Equipment Multi | '
1
| 1 0 |
08-GA-00030 Annual Department Budget (Dept. Copy) 3 years + current year provided audited Multi
| ) 9
08-GA-00031 | Annual Departmental Budget Preparation 1 year + cutrent year after final budget | Multi I [
Documents and Work Papers approval | 0
| '
08-GA-00032 | Requisitions for purchase orders, purchase 3 years + current year provided Township Paper i WD varee
orders, invoices & statements (department copy) | audited Vareae el Nan e
| A TN TR R
08-GA-00033 | Voice mail Erase & reuss when no longer of an | Multi X5 2ttty
administrative value (RC-3 not required) LU Rsiel Ted f.{'.,.',ﬁ 0
ERa Y IR AT IPO ..; ;:
08-GA-00034 | Time cards/Payroll (Dept. Copy) 3 years + current year provided Township Paper s 1ET e ':'n;"; E::"'
andited v LLSaad |l D l
[ i
| 08-GA-00035 | Employee training records — may be 7 years + current year after cmployee leaves | Malt; |
[ summarized annually | Township employment [ 0 .

SAO/LGRP-RC2-( Inst.) Revised February 2012
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H Ohio Historical Socie 5 uri¥ad by the
gs TORY  State Archives of Ohio o ”'Y: b%: E;”, 'gngfﬂt‘: Page 6 of 8
Local Government Records Program 1 ‘m 1 OIS d
ki ozt hos been
M 800 E. 17" Avenue reloesstt ouirsuant to
Columbus, Ohlo 43211-2497 S:o 117.23 ORG.
D) @) @) @ ®) )
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 '
08-GA-00036 | Active Personnel File — commendations, Until employee’s resignation, termination or | Mulgi |
promotions, pay adjustments, performance ‘commission revoked then transfer to Fiscal ‘
| evaluations, work information etc. Office ]
08-GA-00037 | Request for use of sick 3 years + cutrent year provided Township | Paper ]
| leave/vacation/compensatory time — request audited
| forms from employees | | u
08-GA-00038 Overtime Records — timecards, request forms, 3 years + current year provided Township Multi '
etc. audited ‘ ‘ ]
08-GA-00039 | Union & Labor Contracts & Agreements 15 years + current year after expiration of Paper ' I
(including modifications, addendums) Statesall | contract or agreement |
areas of employment and agreements between d
. workers/mgmt (Department copy) |
08-GA-00040 | Union & Labor Contracts & Agreements 5 years + cutrent year after expiration of | Paper
| negotiation records and notes (Department copy) | contract or agreement | 0
I | |
| 08-GA-00041 | Employee Accident Reports — internal accident | 10 years + carrent year and no longer of an Paper I
l' forms administrative or legal value | ‘I 0O |
1 08-GA-00042 | Certifications of publishing legal notices — 3 years + current year Paper ’
shows when published, who published, for what [ 0
| reason, length of run and charge | |
08-GA-00043 Memorandums — including email memorandums | Until no longer of an administrative value Multi - |
(RC-3 not required) O |
L 3N — L |
| 08-GA-00044 | Public Records Request files and Log File 3 years + current year from response date, Multi |'
’ | (Notes, correspondence, research and other then destroy
records regarding public records requests made 0
and the log file maintained of all public record

l

| requests made of the department)

|

SAO/LGRP-RC2-(Inst.) Revised February 2012
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OHIO Ohio Historical Society Page 7 of § -
BISTORY  State Archives of Ohio
" Local Govemment Records Program
800 E 17* Avenue
WE  coumbus, Oblo 43211.2007
1) (@) (3) (4) (5) (6) '
Schedule Record Title and Description Retentlon Period Media For use by RGC-3
Numbar Type Audlitor of Required
State or by OHS-
_ | OHS-LGRP LGRP
03-GA-00045 | Electronic Mail (BE-Mail) & Attachments Retain email which has significant Multi - o
administrative, fiscal or legal value according
fo content. (Refer to RC-2) Retain other 0
Township business related email two years.
(RC-3 not required)
08-GA-00047 Backup systems for e-mail Systeny, sexver data, | Retain 2 system backup cycles, (2 weeks) then | Muli T
system backup files, copies of master files or erase. (RC-3 not required)
databases, application software, logs, directoriss, 0
and other records needed to restore a system in
_ case of a disaster or inadvertent destruction _
08-GA-00048 System Usets Access Records -- electronic or Retain until no longer of an administrative Multi T
textual records created to control or monitor value then destray.
individual access to a system and its data created (RC-3 ot required)
for security purposes, including but not limited ]
 user account records, secutity logs, and
| password files.
08-GA-00049 | Commputer usage files — electronio files or Retain until no longer of administrative value | Mol o
automated logs created to monitor computer then destroy. (RC-3 not required)
system usage including but not limited to log-in 0
files, system usage files, data entry logs, and
____| records of individual computer program usage . L
038-GA-00051 Computer Generated Reports (Non-specific, Until o longer of administrative or fscal Mult
administrative and financial, year-end) value
(RC-3 not required) 3 |
| 08-GA-00052 | Drafts, informal notes, reminder notes, copies of | Retain until no longer of an administrative Mulii o N ]
documents where originals exist elsewhere, value then desiroy (RC-3 niot required)
I blank forms, _ O
08-GA-00053 | Copies of ceflular and telephone records. Until no Ionger of an administrative value Mubki
N 1 8]

SAO/LGRP-RC2-(Inst.) Revised February 2012
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SAC/LGRP-RC2-{Inst.) Revised February 2012

OH Ohio Historical Society Page b of 8
HISTORY State Archives of Ohio
v Local Government Records Program
800 E, 17" Avenue
M ¥ coumbus, Onio 432112407
[ (1) (2) @) (4) (5) (6)
Schedule Record Title and Description Retention Perlod Medla For use by RC-3
Number Type Auditor of Required
State or by OHS-
OHS-LGRP LGRP
08-GA-00054 Employee Grievances - grievance forms, ete. 7 years + current year after final decision Paper
rendered and no appeals or actions pending 0
08-GA-00055 Grant requests/applications not finded — Contsins | 1 year plus current year after decision Multi [
purpose of grani, funds applying for, name of applicant, rendered
dates, information to support grant request and projects to be D |
completed with grant funds ' B |
08-GA-00056 | Township Disaster Plans (department copies)— | 6 years after revised or rescinded Multi ' ]
instruction binders. 0
| 08-GA-00057 Grant requests — funded. Contains purpose of grant, 5 years + cutrent year . Maulti
funds applying for, name of applicant, dates, information to | S¢a to electric form for petmancnt retention. Destroy |
support grant request and projects to be completed with grant | €xcess paper E’
funds |
08-GA-00058 | Township Expense Record (department copies) | 3 vears + current year provided Township Multi
— expense forms and receipts audited N
08-GA-00059 | Administrative Project Files — information Until no longer of an administrative value Multi )
pertaining to project
| O
08-GA-00060 | Fuel Transaction Record {department copies) — | 3 years + current year provided Township Mul
fuel slips. | audited [| O
| :
| 10-GA-00061 Cell phone text messages Standard retention period of cellular service Mult ‘
| provider. _ 0
| - l
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— Ohio History Connection
e State Archil\?’es of Ohio OHIO HISTORY CONNECTION Page 1 of L
— Local Government Records Program

800 E. I 7" Avenue JUNE 6 2022

o H ' o Columbus, Ohio 43211-2474
614.297.2553 -

H ' S TO RY localrecs: ohiohiston .org STATE AND LOCAL

CONNECTION www.chiohistory.org/ler GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit

Jackson Township Board of Trustees Administration
(Local Govemment Egtity) (Unit)
Wé i (’___ Michael B. Vaccaro Township Administrator/Law Director 5-17-22
(Signature of Responsible Official) (Name) (Title) (Date)

Section B: Records Commission

Jackson Township Records Commission 330-832-7416
(Tetephone Number)
5735 Wales Ave. NW Magsillon 44646 Stark
(Address) {City) (Zip Code) {County)

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

mcaldwell@iacksontwp.com

L 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. 1 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 will be knowingly disposed of which pertains to any pending
legal case, claim, action or request. This action is reflected in the minutes kept by this commission.

11-7_\—"—-4 % May 24, 2022
Records ommission Eiér Signature Date
Todd J./ Hawke

Section ¢': Ohio History Connection - State Archives

Government Records Archivist 6/9/2022
Title Date
Section D: Auditor of State
. , Digitally signed by Martin &
Martin E. Meeks 'gftzl:szuzz.og.14 07:55:12-0400° Records Man ager
Signature Title Date

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

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



Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form.

Page 2 of .

Jackson Township Board of Trustees Administration
(Local Govemfuent Entity) (Unit)
Township Administrator/Law Director 5-17-22
) @) 6) @ e ©
Schedule Record Title and Retention Period Media Type For use by RC-3 Required
Number Description Auditor of by
State or LGRP LGRP
One Year + current Paper
08-ADM- Yard Waste Card year and no longer of o
00067 Registration an administrative or
__legal value
O
M
O
O
i O
O
]
O
L]
I 5
[
| O
L | O

SAO-/LGRP- RC-2 (Part | & 2), Revised January 2017




[ Ohio Historical Society i
HISTOERY State Archives of Ohio
Local Government Records Program ‘ ! Page 1 of 9
800 E. 17* Avenue |
N Columbus, Ohio 43211-2497 o
RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.
Section A: Local Government Unit
JACKSON TOWNSHIP TRUSTEES ADMINISTRATION
(local govemment entity) ) (unit)
ﬂf}/,w.éaqb d ,7"{..(,” MARILYN J. LYON TOWNSHIP ADMINISTRATOR  4/19/12
(signature oyrespdhsible diiciat) {name) (title) {date)
Section B: Records Commission
JACKSON TOWNSHIP ' 330-832-7416
Records Commission . {telephone number)
5735 WALES AVENUE N.W. MASSILLON 44646 STARK
(address) (city) {zip code) {county)

To have this form returned to the Records Commission electronically, include an email address:  DKERR@JACKSONTWP.COM

| 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. ! further cerlify that our commission will make every effort t6 prevent these records
series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains o any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

o _ d-adAda

Records mission Chair Signature Date

Section C: Ohio Historical Society - State Archives } . .-
{/ N ’ ’ " .
’ opne 2141,,4 LEA- )Témlg ;/;/f .,me,,m ”:'1 rhi -:'/1‘7‘«1{ b‘/ll// Z

Signiature Date

Section D: Auditor of State

wTon: 2 ﬁz,_y(f - 5-23-/3—

Date

Signature

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

SAQ/LGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Society
State Archives of Ohlo
Local Governmant Records Program

800 E. 17" Avenus
Columbus, Ohlo 43211-2497

Section E: Records Retentlon Schedule

Page = .£ 9°

JACKSON TOWNSHIP TRUSTEES ADMINISTRATION
{local government entity) {unit)
(1) @ _ NE) 4y (5) © |
Schedule Record Title and Description Retention Period Medla For use by RC-3
Number Type Auditor of Required
State or by OHS-
QHS-LGRP LGRP
08-ADM-00001 | Accident Reports/Files: Employee injury reporis, | Place in personnel file, 6 years provided no Multi '
badily injury to non-employee, damage fo action pending 0
township vehicle or property
08-ADM-00002 | Agendas: copies of Board of Trustees meeting | 2 years + curtent year Paper
agendas 0l
08-ADM-00003 | Annual Inventory: lists of equipment, deparimental | 3 years + current year Paper E
propetty, dates, status, and description. 0
08-ADM-00004 | Annual Reports: annual report of the township Permanent Paper )
08-ADM-00005 | Annual Budget Document: budgef document for 5 years + current year Paper )
the township 0
08-ADM-00006 | Applications for Employment Retain with Personnel Record if applicant Paper N
employed; others destroy after 2 years 0
08-ADM-00007 | Bids (Successful): coni;ins bidder information, 15 years + current year Paper
dates, cost of materials, labor, expected | 0

completion date, services to be provided.

SAOILGRP-RC2-(Inst.) Revised February 2012
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1 Ohio Historical Society R Page 3 of 9
E1STORY State Archives of Ohlo . or of T and A
Local Government Records Program SN rexnt e IR
800 E, 17" Avenus st pursuant &9
I Columbus, Ohio 43211-2497 Sox 1725 ORG, 7 K
6) 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
08-ADM-00008 | Bids (Unsuccessful): same as successful 2 years + current year Paper ,
O
08-ADM-00009 | Bonds, Officials & Department Heads: insurance | 10 years after termination of officer or Paper
company, agent, bond limit, bond term, bond employee
number & premium g
08-ADM-00010 | CIC (Community Improvement Corporation): 3 fiscal years, provided audited | Paper
general operations files t
. O
|
08-ADM-00011 | COBRA Notices: notices sent for coverage I 6 years from the date of record | Paper
' O
08-ADM-00012 | Contracts and Agreements: contracts and 15 fiscal years + current Paper T
agreement for services and/or products J ]
08-ADM-00013 | Department Head Monthly Repotts: monthly Current Year Paper
reports from department heads (RC-3 not required) O
08-ADM-00014 | Driver Records Requests: annual DMV forms for | 2 years + current year Paper
drivers license checks 0
08-ADM-00015 Drug free worlkplace files: drug testing of 3 years + current ysar Paper ]
employees 0O ‘
08-ADM-00016 | Employee Standards of Conduct Investigation: 7 years + current year and no longer of an Multi S
internal Investigations — copies administrative or legal value n

SAO/LGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Saciety
State Archives of Ohlo
Local Govemment Records Program

800 E. 17™ Avenua
Columbus, Ohlo 43211-2497

Page 4 of 9

M (2) (3) @) &) (6)
Schedule Record Title and Description Retention Perlod Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
_— OHS-LGRP LGRP
08-ADM-00017 | Employee Petformance Evaluations: yearly 5 yoars Paper
evaluation forms ]
08-ADM-00018 | EPA Phase II Plans & files; yearly report Until revised, superseded or obsolete Multi’
O
08-ADM-00019 | Executive Correspondence — 3 years + current year and no longer on ats Paper
Files pertaining to tornado, propetty appraisals, | Administrative or Legal value
land conservation, LOGIC Board, RED Center,
| corapost facility, yard waste, census, recycling El’
| station, CEDA & JEDD, home rule & home nile
| violations.
08-ADM-00020 | FMLA Files: FMLA applications, certification 3 years + current year after taken Mulii
from the physician, balance leave letters 0O
08-ADM-00021 | General photographs, negatives, electronic imeges | Retainimages that have significant logal, fiscal, Multi - )
admipistrative or historical value. Keep significant
| Images according to content (Refer to RC-2), Erase =
Images that have no significant value, (RC-3 not
R |_required). N
08-ADM-00022 | Health Insurance Enrollment Records: enrollment | 1 year after employee leaves employment Paper
forms to health insurance provider ]
08-ADM-00023 | Health Insurance Explanation of Benefits: EOB’s | 3 years + current year Multi ' |
from health insurance provider O
08-ADM-00024 | Healfh Insurance Records; records from health 5 years Paper o
insurance provider 3
08-ADM-00025 | Insurance Policies: property and liability insurance | 2 years + current year after expiration, Paper
| policies provided all claims settled O

SAO/LGRP-RC2-(Inst.) Revised February 2012




Page 5 of 9

Ohio Historical Society
9: !.! olg State Archlves of Ohjo
Local Government Records Program
800 E. 17" Avenue
“ Columbus, Ohlo 43211-2497
™) (@) @ 4 (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 |
08-ADV-00026 | Job/Position Descriptions One year after superseded Paper
| O
" 08-ADM-00027 | Lawsits: files for cutrent and past lawsuits 5 years + cutrent year after decision Paper
O
08-ADM-00028 | Leases: equipment and real estate lease files 5 fiscal years + current year after expiration, | Multi T
provided andited O
08-ADM-00029 | Levy files: past and current levy files Life of levy plus 1 year | Paper
O
08-ADM-00030 | Mail — unsolicited mail Until no longer administratively necessary Multi
O
08-ADM-00031 | Meeting Notices: notices for township meetings One year Paper |
that are faxed for press notification 0
08-ADM-00032 | Notices to destroy weeds: files contaitting 2 years + current year Muld
notification letters from residents, notices to
property owner to destroy weeds, letters to auditor O
for tax liens o .
08-ADM-00033 | Nuisance abatement records: active and inactive Permanent Multi
nuisance files containing property information s |
08-ADM-00034 | Oaths of Office of Elected Officials 10 years after leaving office Paper )
O
08-ADM-00035 | Obsolete signature stamps Until superseded oa | '
(No RC-3 required) 0

SAO/LGRP-RC2-(Inst.) Revised February 2012
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HI Ohio Historical Society epimEd T E
HISTORY State Archives of Ohio i’r""_’ R T o — Page 6 of 9
Local Government Records Program PR e e, mad 10N
“ -!;-? .‘5 At :
800 E. 17" Avenue oth ey TR BESR
] Columbus, Ohio 43211-2497 e g B
L4725 ORG
(1 (2) @) @ [ ® 16)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of Required |
State or by OHS-
I OHS-LGRP LGRP
08-ADM-00036 | Ohio Dept of Liquor Control Notices: approval 4 years + current year Paper
| letters to commissioners and copies of notices 0
— _ |
08-ADM-00037 | Organizational Charts: township departments Until superseded Paper
organization charts
O
08-ADM-00038 | OSHA Logs/Records; PERRP Logs 5 yeats B Paper
O
08-ADM-00039 | OTARMA Insurance files: statement of values for | 2 years + current year Paper
automobiles, equipment, and property 0
08-ADM-00040 | Performance /Maintenance Bonds |I Duration of project +2 years Paper
: O
08-ADM-00041 | Peity Cash Records: receipts 3 years + current year provided audited Paper
| U
08-ADM-00042 | Printing Orders: quotes and orders for letterhead, | 3 Years | Paper
envelopes, and business cards 0
08-ADM-00043 | Project Files (Highway): Contracts, specifications, | 15 years after completion of project Paper
change orders, progress reports, etc. | | 0
08-ADM-00044 | Publications of the Township: quarterly township | Permanent, retain two copies Multi
newsletters &
08-ADM-00045 | Quotes: quotes for products or services 1 year + current year Paper
| O

SAC/LGRP-RC2-(Inst.) Revised February 2012




Ohio Historical Society Page .
gﬂ o'g State Archlves of Ohic
Local Government Records Program
800 E. 17" Avenue
I Coiumbus, Ohio 43211-2497
(1) (2) (3) )] G {6)
Schedule Record Tltle and Description Retention Period | Media For use by RC-3
Number Type Auditor of | Required
State or by OHS-
- OHS-LGRP LGRP
08-ADM-00046 | RPC Minutes: copies of meeting minutes from 1 year + cusrent year Paper |
. | Statk County Regional Planning Commission [
08-ADM-00047 | RPC Agendas: copies of agendas for Stark County | 1 year + current year Paper
Regional Planning Cotmission meetings 0
| 08-ADM-00048 | RPC Notice Subdivision/Plat Review: notices of 1 year + current year Paper |
meetings fudits:' TSRS, the Y&
::;_ﬂ-:n i *‘R?";;’--'t.! ] the : ds
08-ADM-00049 | Receipts/Receipt Books: Administration & CIC 2 years provided andited | Paper 2,! i ";,;.‘r + aud ¢€d by e
receipt books for cash received UL cesh and the
Lt rn,«'\-': { peg '
08-ADM-00050 | Records of Committees: Citizen Advisory 2 years + cutrent year Multi S i
i i roiepuast TUISY
Committees agendas, minutes Py 11726 RE. |
| 08-ADM-00051 Recycling Board Minutes: copies of board meeting | 1 year + current year Paper
| minutes | 0
08-ADM-00052 | Reports to Burean of Employment Services/Child | 2 years Paper |
Support: Medical Support Notices | O
08-ADM-00053 | Resolutions: copies of resolutions that contain Retain copies 3 years after incorporation into ' Paper
resolution number, reason for resolution, date minutes (Proceedings)
passed, description of action, person introducing q
resolution, reference to date proposed, and action L
. by board
08-ADM-00054 | Requisitions: invoices and purchase orders 3 fiscal years, provided audited

L

Paper

SAD/LGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Sociaty
State Archlves of Ohic
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Page b of 9

1) 2 3 {4) (5) (6)
Schedule Record Title and Description Retention Period Medla For use by RC-3
Number Type Auditor of | Required
State or by OHS-
| ] OHS-LGRP LGRP
08-ADM-00055 | Revolving Loan Fund: files for companies that are | Duration of the loan plus 1-year Paper )
in the Stark County Revolving Loan Fund )
08-ADM-00056 | Safety Committee Meeling mittes: copies of 3 years + current year Paper
meeting minutes '
08-ADM-00057 | Specification Books: project specification books Incorporate 1-copy with contracts Paper
|
]
| 08-ADM-00058 | Stark County Safety Council minutes: copies of | 1 year-+ current year Paper -
| meeting minutes ]
"08-ADM-00059 | Stark Soil and Water Conservation Inspection 2 years+ current year Paper
Reports: inspection reports for projects in the 1
township o
08-ADM-00060 | Street Lighting Files: copies of street lighting Permanent Paper '
petitions a
| 08-ADM-00061 | Street Releases — Stark County Commissioners: 2 years afier release of streel Paper
notices from the commissioners on streets refeased [
_ fo the township ) =
08-ADM-00062 | Tax Abatement Records: files on companies that | Duration of the abatement plus 1-year Paper
have tax abatements with the township [l
08-ADM-00063 | Telephone Messages: writien messages of calis Until no longer of administrative value | Paper
received O
08-ADM-00064 | Workers Compensation Claim Files: contains 10 years after date of final payment Paper
name of injured, date of injury, how happened,
degree of injury, amount of time off, claim |
number, amount of benefits, length of benefits,

SAOQILGRP-RC2-(Inst.) Revised Fabruary 2012




OH Ohio Historical Society

State Archives of Ohlo
RISTORY
Local Government Records Program Page 9 of 9
; 800 E. 17" Avenue
u Columbus, Ohlo 43211-2497
) (2) (3) 4 (5) | ()
Schedule Record Title and Description Retention Period Media Foruseby | RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
final payment , and
decision of board. [
08-ADM-00065 | Unemployment Compensation Records: employee | 3 years, provided andited Paper i
files for unemployment benefits [ 0
08-ADM-00066 | Vehicle insurance claim files: copies of insurance | 2 years + current year unless claim still Paper
claims, including accident reports, photos, and pending 0
claim information
S P IR -
Larel ap R i}"’f‘\a‘ Ol
| o i ‘T:I‘u'::"
ot r;'w !“d@ m‘t‘é O :
eeel 1 170 P |
[ |
| | ]
| | o |

SAO/LGRP-RC2-(Inst.) Revised February 2012
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Ohio Historical Society
OHIO State Archives of Ohjo
—— Local Government Records Program 2.

\c I 800 E. 17 Avenue

M Columbus, Ohio 43211-2497

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES CENTRAL MAINTENANCE
(Iocalgo%mnt entity) {unit)
gl e CARLES MOORE _CENTRAL MAINTENANGE FOREMAN 4 2D 12
(sigrature of responsible official) (name) (title) (date)

Secticn B: Records Commission

JACKSON TOWNSHIP 330-832-5886
Records Commission (telephone number)
5735 WALES AVENUE N.W. MASSILLON 44546 . STARK
{address) (city) (zip code) (county)

To'have this form returned to the Records Commission electronically, include an email address: DKERR@JACKSONTWP.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 confinuation sheets. | 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 will be knowingly
disposed of which pertains to any pending legat case, claim, action or request. This action is reflected in the minutes kept by this

P {242

Date

Records Commission Chair Signature

~

) ‘ R
oty o (Lgrel il eéjg;-gf ﬁug’ﬂx ) /éiﬂfzziﬁ,f Sfiz)2

Signature Title Date

Secu'gju C: Ohio Historical Society - State Archives

Section D: Auditor of State

IZA_I’; ; /??J-M 5’33—[3_

Signature Date

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




9!’5, RY Ohlo Historical Society
v State Archives of Ohio
Logal Gavernment Records Program
H
800 E, 17 Avenue
Calumbus, Ohlo 43211-2497

Sectlion E: Records Retention Schedule

.

Page2 of 5,

JACKSON TOWNSHIP TRUSTEES CENTRAL MAINTENANCE
{local government entity) (unit)
() 2 (4)
Schedule Record Title and Description Retention Period Media Type
Number
08-CM-001 [ Lists of items for auction 1 year + current year Mulfi
08-CM-002 | EPA Phase Il plans Until revised, superseded or Multf
. obsolete
08-CM-003 | Disaster plan and updates Permanent Multi
08-CM-004 | Driver racord requests 2 years + current year Paper
08-CM-005 | Drug free workplace information 3 years + current year Paper
| 08-CM-006 | Blank forms Until revised, superseded or Multi
obsolste (RC-3 not requirad)
"08-CM-007 | Cost information 10 years + current year Multt
08-CNI-008 | Quotes 1 year + current year Multi )




Page 3 of§

| (1) ' (2) 3) 1 (4) :
Schedule Record Title and Description Retention Period Media Type |’
Number
08-CM-008 | Vehicle information and accidents Lifetims of vehicle Paper
08-CM-010 | Building information | Lifetime of Building | Multi
|
| 08-CM-011 | Fire inspections 3 years + current year Paper
|
08-CM-012 | Personnel Exams Retain with personnel record if . | Paper
applicant employed; others destroy e
_ after 1 year + current year
08-CM-013 | Personnel Job Descriptions Until revised, superseded or Multi
obsolete o
08-CM-014 | Lightening strike information 2 years + current year after damage | Multi
discovered and repaired or replaced O
08-CM-015 | Operation/Maintenance Manual Until revised, superseded or i
obsolete R R 12 S 18|
(RC-3 not required) s 2 e e VO e
08-CM-016 | MSDS Until revised, superseded or Multi i Vh ISRt I S e gy
obsolete LT 0 S ai ke 0
{(RC-3 not required) NG Topar: -t bion
08-CM-017 | Cell Phone bills 2 years + current year provided Paper refenard rmsuant & |
| audited pos 117,28 OR.C
08-CM-018 | OSHA reports 10 years + current year Mutti .
| [
| | :
| 08-CM-019 | End of Month Reports 2 years + current year Paper - :
‘ . sl j S




Page 4 of 5,

M [ _ () -3 (4
Schedule Record Title and Description Retention Period Medla Type
Number
| 08-CM-020 | OTARMA 2 years + current year | Paper
08-CM-021 | Agendas (copies) | 1year + current year Paper
08-CM-022 | Accrual forms Until revised, superseded or Paper
| obsolete
| | {RC-3 not required)
08-CM-023 | Vehicle insurance claim forms | 2 years + current year unless ¢laim | Multi
, still pending
| 08-CM-024 | Facility quotes Lifetime of facility Paper
[ 08-CM-025 | Vehicle information Life of Vehicle | Paper
08-CM-026 | Accruals 3 years + current year provided Paper
township audited
08-CM-027 | Sick leave bonus 3 years + current year provided Paper
township audited k
08-CM-028 | Payroll summary report 3 years + current year provided Paper T
township audited
08-CM-028 | Longevity pay 3 years + current year provided | Paper
township audited
08-CM-030 | Ohio Utilities Dig Information 2 years + current year Paper
i |




PageSof 5 .

M @ G) @)
Schedule Record Title and Dascription Retention Period Media Type
Number
08-CM-031 | Chargeback Files -3 years + current year provided Paper
[ township audited
08-CM-032 | Uniform Information 3 years + current year provided Paper
township audited
08-CM-033 | Housekeeping Checklist 2 years + current year Paper
08-CM-034 |' Overviews 2 years + current year | Paper
08-CM-035 | Quartetly Reports 1 year + current year Paper/electr
onic
!
| 08-CM-036 | Inventory Lists 3 years + current year Paper/electr
onic
Auditer! ens: the years
enoomnased [y the racords
hevs boon audted by the
Ructler of Stake and the
audlt report hes bean
roleesed pursuant $o

Sie. 117.26 ORC.



H Ohio Historical Society PR L CLAL BOGH | Page_1 of_8
EISTORY  State Archives of Ohlo P = S

Local Government Records Program
800 E. 17" Avenue i
] Columbus, Ohlo 43211-2497

Dre g

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES FIRE DEPARTMENT
{local government entity) (unit)

e ___TRACY HOGUE FIRE CHIEF 4/16/12
(signature of respfnsible {name) ditle) (date)
Section B: Records Commission

JACKSON TOWNSHIP - 330-832-5886
Records Commission (telephone number)
5735 WALES AVENUE N.W. MASSILLON 44646 STARK
(address) {city} (zip code) (county)

To have this form retumed to the Records Commission electronicaily, include an email address;_ DKERR@JACKSONTWP.COM

1 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. | further certify that our commission will make every effort fo prevent these records
series from being destroyed, transferred, or olherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

W 2 Y4

Records\'xmnplssion Chair Signature Date
Section C: Ohlo Historical Society - State Archives . s
. i1 - "
b f ! o -
/{171 2Ll Q?’L LA Lkréfcyf /()g,n.cw 2 ﬁ&/,.,/u,-:za,? 5 //z- /172
Signature Title Datd

cti : Auditor of State

s Z MM S$-33-73-

Slgnatlire Date

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

SAO/NLGRP-RC2-(inst.} Revised February 2012



Ohio Historical Society
State Archives of Ohio
Local Govemment Records Program

800 E. 17™ Avenue
Cojumbus, Ohio 43211-2487

Section E: Records Retention Schedule

Page__Z of 8

JACKSON TOWNSHIP TRUSTEES FIRE
(local govemment entity) {unit}
o (2) (3) (4) (8) R
Schedule Record Title and Description | Retention Period | Media | Foruseby | RC-3 |
Number Type Auditor of | Required
Stateor | byOHS-
OHS-LGRP | LG&RP
20 yrs + current yr -
12-FD-001 | Evidencefproperty log after desfruction Multi
of evidence 0
3 yrs ¥ current yr
12-FD-002 | False alarm reports Paper 0
Follow guidelines '
12-FD-003 | Complaints of employse conduct in union Multi
' contracts; no 0
longer of admin.
value
No longer of
12-FD-004 | Anonymous & unfounded complaints admin. value Paper O}
12-FD-005 | Fire department annual reports Permanent Multi 0
3 yrs + current yr .
12-FD-006 | Monthly reports — Administrative reports Muiti : 0
' Dailyimonthiy actual fire officer special 3 yrs + current yr
12-FD-007 | events work schedules and assignments Muiti [
No longer of
12-FD-008 | Building entry — system and reports admin. or legal Multi
value L
Photographic/digital image logs 20 yrs + current T
12-FD-009 | {evidentiary and administrative) yr; no longer of Multi
admin. or legal 3
value
K employed retain
12-FD-010 | Results for tests for employment wlfile; others Multi
f destroy after 1 yr [
3 - + current yr
Remove from
12-FD-011 | Reprimands and counseling pers. file; retain | Multi .
in EEOC ! ]
compliance file o
EEOC compliance file (personnel, 7 yrs + current yr T
32.FD-012 | employment rec., payroll rec., benefit after emp. term. ; Muiti
plan,collective barg. agnmts., wage rates, | no longer of legal L]
merit systems) value ]

SAOILGRP-RC2-(inst.) Revised February 2012
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Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17* Avenue
Columbus, Ohio 43217-2497

Section E: Records Retention Schedule

Page 3 of_ 8

JACKSON TOWNSHIP TRUSTEES FIRE
(local govemment entity) {unit}
) ) @) ) G T @
Schedule Record Title and Description Retention Period | Media | Foruseby | RG-3
Number Type | Auditorof | Required
State or by. OHS-
OHS-LGRP LGRP |
7 yrs + current
12-FD-013 | Employee standards of conduct investigation | yr; no longer of Multi
admin. or legal O
value
5 yrs + current yr
12-FD-014 | Dispatch call cards Paper 0
Fire department reports or forms not 3 yrs ¥+ current yr
12-FD-015 | specifically listed on this retention schedule Multi 0
No longer of
12-FD-016 | Building entry — system & reports admin. or legal Multi
value £l
if employed
12-FD-817 | Resulfs of tests for employment retain w/ile; Paper
others 1 yr+ O
current yr
2 yrs + current yr .
12-FD-018 | Master {est for employment Multi %
Remove from
12-FB-019 | Reprimands and counseling pers. file; retain Paper
in EEOC B3
compliance file
Construction files arranged chronologically; 15 yrs + current
12-FD-020 | records relating to bldg, consiruction, bids, yr after const. Muiti .
improvements, contracts, etc. complete )
Life of fevy +
12-FD-021 | Levyfiles current yr Multi 0
Incorporate one
12-FD-022 | Specification books copy wicontract ; | Paper i
other no longer O
| of admin. value N
15 yrs + current
12-FD-023 | Contracts and agreements yr | Multi 1
Viclations notices — address, date, owner, 1 yr + current yr T
12-FD-024 | viglation, time allowed to correct, re- after violation Multi D
inspection date, inspector corrected :
Request sheets — education/training No longer of -
12-FD-025 | requesis by employee admin. value Muiti O

SAQ/LGRP-RC2-{Inst.) Revised February 2012



OHI
HISTORY

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17" Avenue
Cotumbus, Ohio 43211-2497

Section E: Records Retention Schedule

Page 4 of 8

JACKSON TOWNSHIP TRUSTEES FIRE
(local government entity) (unit)
§) o ) [©) @) (5) (6)
Schedule Record Title and Description Retention Media For use by RC-3
Number Period Type | Auditor of | Required
Stateor | byOHS-
- OHS-LGRP LGRP
No longer of ,
12-FD-026 | Architect cut pages admin. value | Paper A D
Current yr
12-FD-027 | Monthly/quarterly reports — sent to Paper
Administrator U
Until
12-FD-028 | Standard Operating Guidelines superseded Multi 0
o Until
12-FD-029 | Paramedic Standing Orders superseded Multi 0
Incident Reports — situation found and action | 5yrs +
12-FD-030 | taken, address, owner, fire origin, nurber of current yr if Multi
engines, OIC, date, time no action O
pending
Inspection of structure records — for fire code | Life of i
12-FD-031 | violations structure Multi i O
10 yrs +
12-FD-032 | Insurance claim files current yr Multi M
Copies - )
12-FD-033 | Insurance update requests — yearly updates w/notes to Paper
of insurance on vehicles and equipment Fiscal Ofc.; 0
destroy FD
copy
Jyrs +
12-FD-034 | Master run reports current yr Paper ]
Syrs+
12-FD-035 | Medic reports — medic run records current yr Paper 0
Personal Injury Waivers — waivers for release | Merge
12-FD-036 | of information to FD for employment purposes | w/Fiscal Ofc. | Paper =
files i yEeds
Until N TR TG .et’_:,v.mi
12-FD-037 | Training materials files superseded Muiti N Lt hia
e LLGSEAR
J—— dys+ | ik nan g Do
X ‘ouchers current yr i aper AN ¢
auditedy i ;;_.'-,:35.‘.'53;{5 \ﬂ.ﬁ J'm td:'

SAO/LGRP-RC2-(Inst.} Revised February 2012
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Section E: Records Retention Schedule

Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17® Avenue
Columbus, Ohio 43211-2497

Page 5 of 8

JACKSON TOWNSHIP TRUSTEES FIRE
(local government entity) (unit}

) @ 3) @ G ® |
Schedule Record Title and Description Retention Media For use by RC-3 |
Number Period Type Auditor of | Required

State or by OHS-
— OHS-LGRP LGRP
Work schedules — contains shift, hours, days 1 yr + current
12-FD-039 | off, dates, station yr after sched. | Multi
- change . O
5 yrs + current -
12-FD-040 | Appropriation ledgers yr if audited Paper 3
Equipment missed, damaged or destroyed — 3 yrs + current
12-FD-041 | date, facts of incident, description of equipment | yr Paper 0
Until equip. -
12-FD-042 | Bids for equipment (successful) out of service | Multi =
1 yr + current =
12-FD-043 | Burning complaint flles yr Paper . e 4 < -
| T et Ol
3 yrs + current @ GU?’\*:”":",‘;,V |y the
12-FD-044 | Cash receipt book yr if audited Paper {fws Lidf aUit o =
e e d A
Civilian casualty reports - contains name, Permanent P L |
12-FD-045 | address, date, degree of injury, disposition and Multi e ;‘,s,trsqi’.ifl ta O
officer in charge | ene 14705 04 L.
EMS Reports — location, date, time, patient 5 yrs + current )
12-FD-046 | information, disposition yr Paper m
__ Fire Prevention Application Permits — Permanent T
12-FD-047 | applicant, date issued, permit £, type of Multi
_ | business, storage used, applicant's signature O
Permanent
12-FD-048 | Fire loss records Multi ]
Fire Inspection Reports — address, date, Life of -
12-FD-049 | inspector, violations, finding structure Multi 0
i - 5 yrs + current 1T ]
12-FD-050 | Fire Reports Log Book (listed chronologically) | yr Paper O
- - 30 days + - —
12-FD-051 | Fireworks Permits current yr Paper I
after
3 expiration L :

SAQO/LGRP-RC2-(Inst.) Revised February 2012




Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 E. 17 Avenue
Columbus, Ohjo 43211-2497

Section E: Records Retention Schedule
JACKSON TOWNSHIP TRUSTEES
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Page 6 of 8

{local govemment entity)

{unit)

™ @ 8] @ @) @)
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of Requlred
State or by OHS-
B " OHS-LGRP LGRP |
3 yrs + current yr if ’
12-FD-052 | Gas and oil disbursement records audited Paper ]
Continually updated,
12-FD-053 | Hydrant location records revised or Muliti
superseded O
Retain if significant
12-FD-054 | General photographs, negatives, legal, fiscal, admin. Multi
electronic images or historical value 0
according to content.
Erase if no value.
2 yrs + current yr if v
12-FD-055 | Accident files — FD internal investigation | no claims pending Multi ]
Annual inventory — township equipment | 3 yrs + current yr if
12-FD-056 | and supplies audited Multi 0
Alarm response reports — info. onruns, | 5 yrs + current yr if
12-FD-057 | time, date, location, address, equipment | no action pending Paper
dispatched U
Apparatus Check List — item location, No longer of admin. ]
12-FD-058 | condition when inspected value, destroy Paper 0
Arson files — fatal structure and vehicle | Permanent
12-FD-059 | — date of fire, address, investigation, Multi
personnel O
i Arson files — vehicle non-fatality — date | 20 yrs + current yr T
12-FD-060 | of fire, address, investigation, personnel Mutti 0
Daily/weekly/monthly checkout sheets - | 1 month after
12-FD-061 | vehicle inspection/equipment worksheet | compietion Paper |
Runbooks — contains maps, street Until revised, = 0 |
12-FD-062 | index, hydrant locations, special superseded or Paper
sections obsolete .|
Until no longer of ]
12-FD-063 | Inventory worksheets admin. value Paper ]
Until revised,
12-FD-064 | Township wall maps superseded or Paper 0
‘_ obsolete

SAO/LGRP-RC2-(Inst.) Revised February 2012
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7 QHIO Ohio Historical Society Page_7 of 8
K{zY0RY State Archives of Ohlo
V Local Government Records Program
800 E. 17 Avenus
M coimbus, onio 43211-2457
Section E: Records Retention Schedule
JACKSON TOWNSHIP TRUSTEES FIRE
(local gavemnment esdity) (uit)
[ ) @ &) @ ) (6}
Schedule Record Title and Description Retention Period Media | Foruseby RC-3
Number Type Auditor of | Required
State or by OHS-
OHS-LGRP LGRP
Untll no longer of
12-FD-065 | Sign-up forms for special details admin. value Paper 0
Employee Training Program publicafions 3 yrs + current yr
12-FD-066 | manuals produced by the FD for internal Multi 0
personnel tralning )
Retain unti!
12-FD-067 | Caples of business blueprints superseded, Paper .
obsolete or [}
replaced
Active personnel files ~ commendations, Until empiayee’s
12-FD-068 | promofions, pay adjustments, pedormance | resignation, Paper
evaluations, work informéition, etc. tenmination or
commission 0
revoked then
trartsfer to Fiscal ’
Ofc.
|
O
4
3
O
{1
[
(|

SAOILGRP-RC2-(Inst.) Revised February 2012




Ohio Historical Society
State Archives of OChio
Local Government Records Program

800 E. 17" Avenue
Columbus, Ohio 43211-2497

Section E: Records Retention Schedule
JACKSON TOWNSHIP TRUSTEES

Page 8 of 8

AMBULANCE BILLING (Fire)

(Iocal government entity) (unit)
Q) @ _ @) @) (5) ®
Schedule Record Title and Description Retention Period Media For use by RC-3
Number Type Auditor of | Requijred
State or by OHS-
. OHS-LGRP LGRP
3 yrs + current yr
12-AB-001 | EMS run reports if audited Paper 0
7 3 yrs + current yr
12-AB-002 | Explanation of benefits if audited Paper 0
| 3yrs +current yr
12-AB-003 | Remittance of benefits if audited Paper 0
3 yrs + current yr =
12-AB-004 | EMS deposits if audited Paper 0
3 yrs + current yr
12-AB-005 | Invoices to non-residents after bill pd in full, | Paper !
[\ if audited O
3 yrs + current yr
12-AB-006 | Payments made by non-residents after bill pd in full, | Paper 0
if audited -
7 yrs + current yr
12-AB-007 | Information sent to collection agency after bill sent to Paper
collections O
[
0
(]
D
|
]}

SAQ/LGRP-RC2-(Inst.) Revised February 2012




OHIO HISTORY CONNECTION

¢ 2
Ohio History Connection e
. @ - State Archives of Ohio Pageiof2
a - Local Governinenit Records Prograr - ;
A R s MAY 30 207
OHIO oo ciiossziiam
614.2972553 s
H‘STORY yeal s@ohioh . Orp
CONNECTION

STATE AND LOCAL
GOVERNMENT RECORDS

ADDITIONS/AMEND
RECORDS RETENTION SCHEDULE (RC-2)- Part 1
See instrisctions beforé completing this form. Must be submiltied with PART 2

Section Az Liocal Government Unit
JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE

(Local Government Entity) (Unit)

% | RANDY GONZALEZ  FISCAL OFFICER MAY 23, 2017
(Siznanmim uub%o%im - (Narnc)  (Cride) ate)

Section B: Records Commission
JACKSON TOWNSHIP TRUSTEES Records Commission 330-832-5886
- (?féléphdhé o) .

5735 WALES AVENUE N.W. MASSILLON !

(Y (Address) (City) (Zip Code) (County)
To have this form refurned to the Recorids Commission electronically, inchide an emai] addiess:

DKERR@IACKSONTWE.COM.

Fhereby certify that our records contrission met in an open meeting, e tequired by Section 121.22 ORG, and spproved the schedules listed on this
++form end any coritinuation sheets. I further cortify that our commaission will maks every cffort to prevent these records seties from being destroyed,
'+ ponstered, ot ikietwise disposedof in violaion of these shedules snd that o record will be kuowingly disposed of which pertains  say pomcing

legal case, claim; action or request. This action Is reflected in the minutes kept by this commission.

5-23-17

Section C: Obio History Connectfon - State Archives

LD pllle— | iy o frsanmat] Recods Arkivik (75717
Signatuse .

Title Date

on D: Auditor of State -

> 5, WJ_,_,(__.—-- —PMWJJ. M&L é'l'/ Y~12

Signature Title Date

sehtly. It is strongly recomiméniled that the Records Conusdssion retain a permaneini
copy of this form

Please Note: The State Archives retains RC-2 forms peri

SAO-/LGRP- RC-2 (Part 1 & 2); Revised January 2017



—— Ohio History Connection
N ool State Archives of Ohio
o Local Government Records Program
800 E. 17* Avenue
p o H I o g;)‘:uztlglbus, Ohio 43211-2474
H I STO RY loca'lreZéz@scs)]s;iohistogg.org
CONNECTION  www.chiohistory.org/ler

Page 10of 2

ADDITIONS/AMENDMENTS ONLY
RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
(Local Government Entity) (Unit)
/% % ?M RANDY GONZALEZ  FISCAL OFFICER MAY 23,2017
(Signature fResponsiblf Offfcial) (Name) (Title) (Date)

Section B: Records Commission

JACKSON TOWNSHIP TRUSTEES Records Commission 330-832-5886
(Telephone Number)
5735 WALES AVENUE N.W, MASSILLON 44646 STARK
(Address) (City) (Zip Code) (County)

~

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

DKERR@JACKSONTWP.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 will be knowingly disposed of which pertains to any pending
legal case, claim, action or request. This action is reflected in the minutes kept by this commission.

-7/_4 % 5.23.17
RfWion Chair Signature Date

Section C: Ohio History Connection - State Archives

Signature Title Date

Section D: Auditor of State

Signature Title Date

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

m copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017
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Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructions before completing this form.

JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
(Local Government Entity) (Unit)

1) @ 3 “) o) | ®
Schedule Record Title and Description Retention Period Media Foruseby | RC-3
Number Type Auditor of:State:| Required.

orLGRP  °| by
LGRP
12-FO-055 Purchase Orders 3 yrs + current yr Paper D
17-FO-084 Employee self-identification forms for 1 year Paper
U.S. EEOC reports
17-FO-085 Employee self-identification forms for 60 years Electronic

U.S. EEOC reports

O
]
O
O
O
O
O
]
O]
O
O
O
O

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




'

Pagelof2
- . 2 | IR
Ohio Historical Society
] State Archives of Ohio
e Local Government Records Program O S R {
c 800 E. 17* Avenue RIS e :
i Columbus, Ohjo 43211-2497

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form,

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES EISCAL OFFICE
(local goyernment entity) |, {unit)
- 7‘&‘"}0 ¥ RANDY GONZALEZ FISCAL OFFICER 5/24/116
(sighature of reéﬂons‘ible ofﬁcﬁ) J (name) (title) (date)

Section B: Records Commission

JACKSON TOWNSHIP 330-832-5886
Recards Commission {telephone number)
5735 WALES AVENUE N.W. MASSILLON 44846 STARK
(address) {city) {zip code) {county)

To have this form returned to the Records Commission electronically, include an email address: DKERR@JACKSONTWP.COM

| hereby.certify that our records commission met in an open meeting, as required by Section 121,22 ORG, and approved the schedules
listed on this form and any <continuation shieets. | further cerfify that our commission will make every effort to prevent these records
series from being desfrayed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knawingly
disposed of which pertains to any pending legal case, claim, action or request. This action Is reflected in the minutes kept by this
commission.

e | %< 5124116

Re&;éds%nﬁ\i's'ﬁ Chair Signature ' Date

Section C: Ohio Historical Soclety - State Archives

ncneie LRl | ] bincersnpierd R comis Aelivst G/ /g

Signature Title Date

Section D: Auditor of State

—WOJZ; 2 MM 6-/S-1¢

Signature Date

r Please Note: The State Arclilves retains RC-2 forms permanently.

It is stronalv recommended that the Records Commission retain a permanent coby of this form




Page 1 of 2

Ohio Historical Society
] State Archives of Ohio
o

- Local Government Records Program
; 800 E. 17" Avenue
Columbus, Ohio 43211-2497
ADDITIONS/AMENDMENTS

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
(local gov’ernment entity) (unit)
M/ e RANDY GONZALEZ FISCAL OFFICER 5/24/16
(signature of re&onsible ofﬂcﬁl) y (name) (title) (date)

Section B: Records Commission

JACKSON TOWNSHIP 330-832-5886
Records Commission (telephone number)
5735 WALES AVENUE N.W. MASSILLON 44646 STARK
(address) (city) (zip code) (county)

/\‘p have this form returned to the Records Commission electronically, include an email address:_DKERR@JACKSONTWP.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. | 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 will be knowingly
disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

commission.
_/7 —7 \_6&—;(—1,, 512416

Re?!rdgcmi& Chair Signature Date

Section C: Ohio Historical Society - State Archives

Signature Title Date

Section D: Auditor of State

Signature Date

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




)

Page 2 of 2

I
B1STORY Ohio Historical Society
State Archives of Ohio
Local Government Records Program
M

800 E. 17 Avenue

Columbus, Ohio 43211-2497
Section E: Records Retention Schedule

JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
(local government entity) (unit)
N (2) (3) (4) G (6) -
Schedule Record Title and Description Retention Period Media Type Foruse by . RC-3 Required
Number Auditor of State - by OHS-
- or OHS-LGRP ~LGRP "~ -
12-FO-006 Annual Inventories (ORC 505.04) 3 years + current year Paper s i
12-FO-007 Appropriation ledgers 5 years + current year Paper
12-FO-009 Audit Reports 5 years + current year Paper Ky ]
. DELETE-Record is no longer
12-FO-032 EMS Payment Copies created Paper
12-FO-060 Recordings of Trustee Meetings 2 years + current year Electronic _:
U.S. Dept. of Commerce Form E-4 Census of

12-FO-064 Govamients 5 years + current year Paper '
12-FO-069 Annual workers compensation payroll reports 5 years + current year Paper O




| OHIO HISTORICAL SOCHETY

|
| ——— T | Page 1 of2
{ \. | ! | i
Ohio Historical Society | 1 [
1o State Archives of Ohio ’ J MAY T4 20 |
RIATS L X Local Government Records Program ‘
\ D STATEANDLOCAL '
i 800 E. 17* Avenue GOVERNMENT RECORDS r
By Columbus, Ohio 43211-2497 T e

ADDITIONS/AMENDMENTS
RECORDS RETENTION SCHEDULE (RC-2)

See Instructions before compieting this form.

Section A: Local Government Unit

] _JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
{local government entiy) {unity

enol. 74 f'ffV RANDY GONZALEZ FISCAL OFFICER 422114
(slgnafureﬁ responsiblé-aticial) {nama) (title) (date)

Section B: Records Commission

JACKSON TOWNSHIP 330-832-5886
Records Commission (telephone number)
5735WALES AVENUE N.W. MASSILLON 44646 _STARK
(address) (city) {zip cods) (county)

I/—\a have this form retumed to the Records Commission electronically, include an emall address: DKERR@JACKSONTWP.COM

| hereby ceriify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules
fisted-on this form and any continuation sheets. | further certify that our commission will make every effort to prevent these records
series from being deslroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will ba knowingly

disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

commisgion.
%{{. W 4122114
Resants Cllfnission CHLP ?gature Date

Section C: Ohio Hi%al Society - State Archives

_/1 onauel Onyen uﬁwﬁ’ &/Jﬂ»‘yﬁ ﬁM,/;//%/L‘/ T 7//4

Signature Title Date

Section D; Auditor of State

87/ 5NN/ - 641/

Signature

Please Note; The State Archives retains RC-2 forms permanently.
It is stronalv recommended that the Records Commission retaln a permanent cobv of this form




Page2 of 2
JRisToRY Ohio Historical Society
State Archives of Ohio
¥ Local Government Records Program
: 800 E. 17" Avenue
Columbus, Ohlo 43211-2497
Section E: Records Retention Scheduls
JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
(local government entity). {unit)
) @ @ @ P B T
Schedule Record Title and Description Retention Period Media Type Forase by 1 -RG3.Requited
Number - RufiforofState | byoHS: '
_ _ OrOHSLCRP | tGRP
12-FO-066 | Vendor Payment Reports - Annual DELETE - Record is no longer Paper R ]
created d K|
14-F0O-082 | OPERS forms “PEDACKN" completed by B years + current year Paper ;T
independent contracts Bl
14-FO-083 | Signed timesheets to report days-& hours worked | 4 years + current vear Paper
{excel & Kronos) £




[ Page 1 of 9

Ohio Historical Society

OHI State Archives of Ohio
2. Local Government Records Program

\; I 800 E. 17 Avenue ' i a6

i ettt T St

Columbus, Ohlo 43211-2487 .

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
(unit)
B RANDY GONZALEZ FISCAL OFFICER L/’ Q 4’/ 7\—
(name) {title) (date)
Section B: Records Commission
JACKSON TOWNSHIP 330-832-5886
Records Commission (telephone nurmber)
5735 WALES AVENUE N.W. MASSILLON 44646 STARK
(address) {city) (zip code) (county)

To have this form returned to the Records Commission electronically, include an email address; DKERR@JACKSONTWP.COM
1 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. | further certify that our commission will make every effori to prevent these records

series from being desiroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains to any pending legal case, claim, aclion or request. This action is reflected in the minutes kept by this

commission. |
o a4
Date

Records Commission Chair Signature

Section C: Ohio Historical Society - State Archives W

(‘1}2»1, 2 L.i QL'I:; Py R VA X *?&"‘. ,«unf Pﬂ Mm,gf?/;* sz n/{,fm@{ 5/ / Z/ /2

Signature Title Date

Section D: Auditor of State

s _ S -3/~

Date

Signature

Please Note: The State Archives retains RC-2 forms permanently.
Itis stronaly recommended that the Records Commission retain a permanent copv of this form




¥ Ohio Historical Society

State Archives of Ohio
Local Government Records Program

800 E, 17" Avenue
Columbus, Ohlo 43211-2497

Section E: Records Retention Schedule

Page2of9

JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
{local government antity) (unit)
(1) {2) (3) {4)
Schedule Record Title and Description Retention Period Medla Type
Number
12-F0-001 | 1099 Forms issued to vendors 2 years + current year Paper
12-F0-002 | 1099 Farms recelved 1 year + gurrent year Paper
12-FO-003 | Amended officlal certificate of estimated 5 years + current year Paper
resources

12-FO-004 | Annuai budget document (July) copies 2 years + curtent year Paper
12-FO-005 | Annual financial reports to State Auditor Permanent Paper
12-FO-008 | Annual Inventories {ORC505.04) 3 years + current year Mutt
12-F0O-007 | Appropriation ledgers 8 years + cuirent year Mustti
12-FO-008 | Appropriation transfer printouts 2 years + current year Paper




Page 3 of 9

| (1) () (3 4)
Schedule Record Title and Description Retention Perlod Medla Type |
Number
| 12F0-009 | Audit reports 5 years + current year Mutti
12-FO-010 | Back-up tapes for CM! software Untit audited Data tape
12-FO-011 | Bank Deposit slips/receipts 2 years + current year Paper
12-FO-012 | Banks quarterly collateral statements 2 years + current year Paber
12-FO-013 | Bank statements 2 years + current year Paper
12-FO-014 | Bank summary analysis slatements 2 years + current year Paper
12.FO-015 | Bids (successful) 15 years + current year Paper
12-FO-016 | Bids (unsuccessful) 2 years + current year Paper
|
12-FO-017 | BMV monthly tax statistics reports 2 years + current year ] Paper
|
|
12-F0-018 | Board of Election correspondence re: “polling 1 year + current year Paper
location provider” info & related memos to the
departments
12-FO-019 | Budgetary and Fiscal Worksheets

2 years + current year

: Paper




Page 4 of 9

reports & correspondence

(1) ) (3) @)
Schedule Record Title and Description Retention Perlod Media Type
Number
12-F0-020 | Cancelled checks - imaged 10 years + current year C.D. disk
™2-FO-021 | Cancelled checks 60 days by bank (No RC-3 Paper
required)
12.FO-022 | Cash Expense Journal 5 years + current year Paper
12-F0-023 | Cash Receipts Journal 5 years + current year Paper
[12-F0-024 | Certificates of Liability Insurance 2 years.+ current year Paper
[ 12-F0-025 | Certificates of Total Amt, to County Auditor 3 years + current year Paper
12-FO-026 | Check Approval Reporis (Copies) 2 years + current year Paper
12-.F0-027 | Copies of Depts, Budgets with Modules 2 years + current year Paper
12-F0O-028 | Copies of Jackson General Award Info Permanent Paper
12-FO-028 | Copies of returned Performance Bonds for 2 years + current year Paper
“permit to open Township roads for building
service connection” _
12-F0-030 | Deferred Compensation 457 Plans Quarterly 2 years + current year Paper




Page 5 0f 9

(1) (2) (3 (4)
Schedule Record Title and Description Retention Period Media Type
Number
"12-F0-031 | Depository Agreements for active, interim, or 3 years after expiration date Paper
inactive public funds

12-F0-032 | EMS payment copies 5 years + current year Paper
"12.FO-033 | False alarm payment copies 2 years + current year Paper

12-FO-034 | Fuel Slips ' 1 year + current year provided Paper

- audited
12-F0-035 | Fund Journals 5 years + cutrent year Paper
!

12-FO-036 | Grant flles - capies of fiscal requirements and 10 years + current year Paper

. payments

12-FO-037 | Insurance Polices - Life Insurance 2 years + current year after Paper
' expiration, if all claims are settled

12-FO-038 | Investment & Depository Policy signed by each 3 years aiter superseded or Paper

depository depository agreement expired

12-FO-039 | Investment Journals and records § years + current year Paper
| 12-FO-040 | Invoices and Vouchers 3 years + current year Paper

12-FO-041 | Leases (Copies) 2 years + current year after Paper

expiration




3 years + current year

(1 2 (3) 4
Schedule Record Title and Description Refention Period Medla Type
Number
| 12.F0-042 | Levy Flles — Certificates of Election Results, Permanent Paper
correspondence from the Board of Elections,
resolution copies, miscelianeous related info
12-FO-043 | License plates Until no longer needed Metal
{(RC-3 not required)
12-FO-044 | Lodging Excise Tax Returns 2 years + current year Paper
12-FO-045 | Obsolete keys Until superseded nla
(No RC-3 required)
12-FO-046 | Obsolete office ink stamps Uniil superseded nia
(No RC-3 required)_
12-FO-047 | Obsolete signature plates or stamps Until superseded nfa
(No RC-3 required)
12-FO-048 | Obsolete software manuals Until superseded Paper or
(RC-3 not required) c.D.
12-F0-049 | Officlals Bonds and Oaths 10 years + current year after Paper
termination
12-FO-050 | OH Division of Liquor Conlrol Notices to 2 years + current year Paper
Legislative Authority & Institution Notices for
- Liquor Permit (coples)
12-F0O-081 | OH Estate Tax Monthly notices from county 4 years + current year Paper
12-F0-052 | OH New Hire Reporting form for vendors

Paper




r

Page 7 of 9

W @) @ )
Schedufe Record Title and Description Retention Pariod Media Type
Number
12-FO.053 | Parking hearing files | 3 years + current year Paper
!
12-FO-064 | Parking tickets, receipts and reports 3 years + current year Paper
12-F0-055 | Purchase Orders 2 years + current year Paper
12-FO-056 | Receipt book of Fiscal Dept 2 years + cuirent year Paper
12-FO-067 | Reference files and materials Untit superseded Paper
(RC-3 not required)
12-F0-058 | Street light repalr reporls & notifications 1 year + current year Paper
12-FO-089 | Street Lighting Files Permanent Paper
12-FO-060 | Tape Recordings of Meetings 1year +current year C.D. disk
12-F0-061 | Tax Seftlements 3 years + current year Paper
12-FO-062 | Title Agency assessment inquiries 2 years + current year Paper
12-FO-083 | Township Record of Minutes Petmanent Paper




Page 8 of 9

(1) (2 @) (4)
Schedule Record Title and Description Retention Perlod Medla Type
Number
12-FO-064 | U.S. Dept. of Commerce Form E-4 Census of | 5 years + current year
Governments
12:-F0-065 | Union Conlract (F.O. Capies) " Permanent | Paper
'12-FO-066 | Vendor Payment Reporis - Annual 2 years + current year Paper
12-FO-067 [ W-9 Form "Request for Taxpayer Identification | 3 years + current year Paper
| Number and Certification” from vendors
12.F0-068 | Annual attendance records (sick, vacation, etc) | 60 years + current year | Paper
12-F0-069 | Annual workers compensation payroll reports 5 years + current year Muiti
12.FQ-070 | Federal EEO-4 Reporls 5 years + current year Paper
12-FO-071 | Federal / State / City monthly, quarterly, annual | 6 years + current year . Paper
payroll returns
12-FO-072 | OBES quarterly payroll reports 5 years + current year Paper
| 12-FO-073 | OH New Hire Reporting form for employees Later of 3 years after hire date or 1 | Paper
year after termination date
12-FO-074 | Payroll Annual Records with Year-to-Date fotals | 60 years + current year Paper




Page 9 of 9

year

(1) (2) (3) (4)
Schedule Record Title and Description Retention Period Media Type
Number
12-FO-076 | Payroll bl-weekly records 4 years + current year Paper
12-FQ-076 | Payroll Forms I-9 Later of 3 years after hire date or 4 | Paper
year after termination date
12-FO-077 | Payroll W-2 Forms 6 years + current year Paper
12-FO-078 | Payroll W-4 forms 4 years + current year after Paper
superseded
12-FO-07% | Pension Reports (monthly) 80 years + current year Paper
12.F0-080 | Personnel Records 60 years + current year Paper
| 12.FO-081 | Workers Compensation Claims 10 years after final pay + current Paper




——

i_-' OHIO HISTORICAL SOgiETY

Page 1 of2

IS

. | ’
- Ohio Historical Society oy 1 s s

- State Archives of Ohio j MAY 14 2014
Local Govéinment Recorids Program I |

_iA

H

i
|  ADDITIONS/AMENDMENTS
S RETENTION SCHEDULE (RC-2)

 Bee dstructions beforo earpletifg this form.

... FISCA BERIEE
Gty

Section B: Recatds Coaiiiisolon

JAC}(SON TOWNSHiB =t - — 2 e e BT S P s =
Records Comnilssion (el nueiber)
AVENKENM, ... .. MASSILLON ... .. 44846 . STARK
{address) - {city) £21p cotls} {Catntyy

3 Frave thig:form retiied io Hie Récords Gommission eleclrifically, incliide s eiidll addréss:. DKERR@JACKSONETP.COM
I herebly ceriify that diif fecoitls coramission miet iz ar afisw Meeting, as required by SEclitd 124.28 ORC. and approved the schisdiies
listed on this form ant any condimiatitn shéets, hef Santlfy that olr commission will iske every effortto prevent these secdrds

“séiies from beipg desfroyed, transferred, of dtherwise disposed of in violation of these séfisiitles and that no record will be knowlngiy

dispesed of which pertains o any pending legal case, claim, action or request. This attiondsieflected in the minutes kept by this.

) Reaow&ocgn C'g?gém

22014

he State Archijirés retains RC-2 fonns pe
at thie Records Commisslon retaln a pari

i} _itis stionaly iscommended

/
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Ohio Historlcal Soglety
State Archives of Ohlo:
Local Government:Racenia Program

800 E. 17* Avanys
Co!umbm Ohlo.43214:2497

Bection E: Records Retention:Schedule:
_ JACKSON TOWNSHIP TRUSTEES FISCAL OFFICE
(focat-govetnment sntity). (mﬁt')_-

% REGBRequled |
Ty OHS: '

Number mfi Py =‘
| grQHSHLBRP’ 51:_ . M:BP

- Schedule Record Title:and Deserlption Retentlos: Peripd : edia Type

[ 12:FG-088 | Vendor Payment Reports - Annual 'DELETE -Ratord lsnolonger | Paper
:  Greated 4

-14-FQ-082 EQZQPERS forms“PEDACKN" campleted by 6 years + curent year | Paper L
I jindependent confracts } : ' J%

14-FO-083 | Signed timeshests to feport days-& hours WOrked 4's(esrs:f.cunéntyear ' Paper T F
g | {axcel 8 Kronos) P : -' £




Page 1 of 3

: UL
Ohio Historical Society ==y
OH State Archives of Ohio {
RUET DAL Local Government Records Progtam
; 800 E. 17" Avenue - . I
o Columbus, Ohio 43211-2497 0 LGEAT
SUWE e T E e

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES ~__ HIGHWAY DEPARTMENT
(unit)

(local govgprynent entity)

L RALPH BOGER PUBLIC WORKS DIRECTOR "7/' ?‘/' 2~
S ) {name) (titie) (date)” 7

(signature of stsponsible offi

Section B: Records Commission

JACKSON TOWNSHIP 330-832-5886
Records Commission (telephone number)
5735 WALES AVENUE N.W. ____MASSILLON 44646 STARK
(address) (city) (zip code) {county)

To have his form retuned to the Records Commission electronically, include an email address. DKERR@JACKSONTWP.COM

 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 eonlinuation sheets. | fuirther certify that our commission will méke every effort to prevent these records
series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains to any pending legal case, claim, action or request, This action is reflected in the minutes kept by this

commission.
= L{ /2 L‘ ’l 2_/
RecoMission Chair Signature Date

Sectiq)n C: Ohio Historical Society ) State Archives A ..

o - A ! g i i .

( Cririce (LN 1Lk oé/j{-’/‘l—'/ /&d{ﬂ/?’—/'?//)éﬂ{fi /5'-*;7.h2?é) C)//Z;//Z/
Dats

Signature Title

Section D: Auditor of State

Z%v& é ]’WLM §-23-/

Signature Date

Please Note: The State Archives retains RC-2 forms permanernitly.
It_is _sironalv recommended that the Records Commission retain a permanent copy of this form




) At Page 2 of 3
Gﬂ‘g:t-};“ Tz o
OHI \ hoy (L% £, 11 oy
HisTORY Ohio Historical Society Auts ":’3‘?{7 ez'ggwd' » Banirte
| State.Archives of Ohio sy OF Stoae o0 ¥ the
Y { Local Government Records Program o L M3hor aif it
800 E. 17" Avenue S p7 Alrspg
L | columbus, Ohio 43211-2497 11728 0. Rﬂézn
Section E: Records Retention Schedule
JACKSON TOWNSHIP TRUSTEES HIGHWAY DEPARTMENT
(local government entlty) (unit)
@ | @ @) @
Schedule Record Title and Description Retention Period Media Type
Number
I 12-HWY-001 | Blacktopping and Resurfacing Records — contains Permanent Multi
name of street or road, date done, who did work, what
was done, cost, what materials were used | B
12-HWY-002 | Ditch Records (Applications, Journals, Plats and Permanent Multi
Profiles)
[12-HWY-003 | Basements — drainage easements necessary o Permanent Multi -
1 maintain road drainage
|
M2-HWY-004 | Insect Control Records — who is certified for mosquito | 2 years + current year Muiti
control
["12-HWY-005 | Work Orders — contains date work requested, address | 3 years + current year after job Multi
of job, employees sent, work done, completion date, completed
follow up comments
12-HWY-006 | Notices to Destroy Weeds — nuisance weed control 2 years + current year Multi
per Trustee action
12-HWY-007 | Road Fund Records - expenses of Township road 10 years + current year after last entry, | Multi
repaits, computerized print out of line item expenses. | provided audited
12-HWY-008 | Road Improvement Records (ORC 5575.09) —road Permanent Multi
improvement projects that were bid by outside
contractor |
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12-HWY-009 | Road Mileage/Log Reporis — yearly check of miles of | Permanent [ Multi
roads in township '
1Z-HWY-010 | Road Recards (507.05; 5575.09) — contains Permanent Multi
resolutions regarding the establishment, alteration, or
vacation of public roads
12.HWY-01! | Active Personnel File- commendations, promotions, | Until employse’s resignation, Multi
pay adjustments, performance evaluations, work termination or commission revoked
information ste. then transfer to Fiscal Officer
12-HWY-012 | Monthly reports to administrator-current road Current Yeat Paper
projects, meetings Superintendent attended, wages (No RC-3 requiredy

paid, employee absence, major purchases, accidents.
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o Page lof 3
I i
Ohio Historical Society i
HIO State Archives of Ohio i
Y Local Government Records Program :

800 E. 17" Avenue
Columbus, Ohio £43211-2497

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

<

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES LEGAL OFFICE
(local gov%;nt nlity) (unit)
\ .'ﬁb‘-ﬁ\& NEAL FITZGERALD LAW DIRECTOR bl l h lh/ -
(signature of responsible official) {name) (title) (date)

Section B: Records Commission

JACKSON TOWNSHIP B 330-832-5886
Records Commission (telephone number)
5735 WALES AVENUE N.W. MASSILLON 44646 STARK
(address) (city) (zip code) (county)

To have this form returned to the Records. Commission electronically, include an email address: DKERR@JACKSONTWP.COM

| hereby certify that our records commission met in an open meeting, as reqwred by Section 121.22 ORC, and approved the schedules
listed on this form and any continuation sheets. | further certify that our commission will make every effon to prevent these records
series from being destroyed, transferred, or etherwise disposed of in violation of these schedules and thaf no record will be knowingly
disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

commission.

e ——  dagda
Records c\om'gission Chair Signature Date
Section C: Ohio Historical Society - State Archives N
/“
‘)
r/m; vl { Qs xf*-/ 4 va /@L/‘ﬁfl, 2 0 ‘fﬂ//z, wiral 5/42//}
Signature = Title Dafe

Section D: Auditor of State

ﬁ% é M_‘:J-—-"’:'T_ N S—"JJ-"/.)—

_____ Date

Signatur'e

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




e W Y0ATS

Ohio Historical Society xihad by fh2

IR RN ¢ A

State Archlves of Ohio “wee of Tiodg g Y
cal Gov ER AR o

Local Government Records Program o et b hean

800 E. 17 Avenue szt CUUEE

Columbus, Ohio 43211-2497 e

wp T 3]
. ."J '-J:Z'i"'

2t .
paee

'’
S
~

Section E: Records Retention Schedule

gt by the raoords

Page2of 3 -

JACKSON TOWNSHIP TRUSTEES LEGAL OFFICE
(local government entity) {unit)
Q) ' @ _ 3) (4) ;'
Schedule Record Title and Description Retention Period Media Type |
Number ' :
12-LD-0001 | Account Records 2 years+ current year provided Paper
Township audited
12-LD-0002 | Annual [nventory 3 years + current year provided audited | Mult
12-LD-0003 | Construction Files 15 years + current year after Multi
construction is completed
12-LD-0004 | Contracts and Agreements | 15 years + current year Paper
| ; - |
12-LD-0005 | Correspondence | 10 years + current year | Paper
12-LD-0006 | Permanent Multi
| { |
12-LD-0007 10 years + current year after decision Paper
12-LD-0008 | Leases - 2 years + current year after expiration | Paper




Page 3 of 3

12-LD-0009 | Legal Memorandums 10 years + current year Multi
| 12-LD-0010 | Legal Notice Publications 2 yeats + current year provided Multi
Township Audited
12-LD-0011 | Levy Files 5 years + current year after life of levy | Paper
[
i 12-LD-0012 | Personnel Files 60 years + current year Multi
12-LD-0013  Petty Cash Books "3 years + current year provided Paper
| Township audited
12-LD-0014 | Public Bids Successful bids 15 years + current year, | Papet
Unsuccessful bids 2 years + current
year
12-LD-0015 | Real Estate Deeds and Easements Permanent | Paper
12-LD-0016 | Specification Books 15 years + current year Paper
12-LD-0017 | Active Personnel File — commendations promotions, | Until employee’s resignation, Paper
| pay adjustments, performance evaluations, work termination or comrmission revoked
. information etc. then transfer to Fiscal Office
12-L.D-0018 | Union contracts 10 years + current year after expiration | Paper
12-LD-0019 | Fence Dispute Forms (Line Fence Dispute 5 years + current year after setilemient | Paper
Forms) Forms filed with trustees to settle building of
fences
TTD O R VL LAY,

o a2
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Ohio Historical Society i f
OHI State Archives of Ohio
ASELRES Local Government Records Program
; 800 E. 17" Avenue ‘ SR
M Columbus, Ohio 43211-2497
RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form,
Section A: Local Government Unit
__JACKSON TOWNSHIP TRUSTEES PARK
{local government-entity (unit)
ALIZETIA LR DAVID RUWADI PARK GROUNDS FOREMAN _¥-20- 2012 -
{signature of responsible official) (name) (title) (date)

Section B: Records Commission

JACKSON TOWNSHIP L 330-832-5886
Records Commission {telephone number)
5735 WALES AVENUE N.W. MASSILLON 44846 STARK
(address) (city) (zip code) {county)

To have this form retumed to the Records Commission electronically, include an emall address: DKERR@®JACKSONTWP.COM

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

listed on this form and any continuation sheets. | further certify that
series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly

disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

our commission will make every effort to prevent these records

commission.
W2 B ,__/_,/ 2 L{ 2
Records \ag.mﬁission Chair Signature Date
Section C: Ohio Historic;l Society - State Archives . © .
z 7 ! P Dol - Shz )
(O pranee { paru ) N/ 7 .L’_(,’/:Gf!ﬂ/') (hplag i 2l S/1Z / /2~
Signature Tite Date
Section D: Auditor of State
"VZ;‘: 2 m.zu‘--""" 5”1}-/9_
Signature J Date
Please Note; The State Archives retains RC-2 forms permanently. o “

It is stronglv recommended that the Records Commission retain a permanent copv of this form
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Y Ohio Historlcal Society

State Archives of Ohlo
|

800 E. 17" Avenue
Columbus, Ohio 43211-2487

Section E: Records Retention Schedule

Local Governmant Records Program

Page 2 of 4

JACKSON TOWNSHIP TRUSTEES PARK DEPARTMENT
(local goveriiment entity) {unit)
Q) {2) ) (4)
Schedule Record Title and Description Retention Perlod Media Type
| Number
| 08-PKD-007 | Requesis for fields TYear + current year Paper
| 08-PKD-002 | Pavilion requests i 1 year + current year Paper |
08-PKD-003 | Playground inspections 3 years + current year Paper
'08-PKD-004 | Daily restroom checks 1 year + current year Paper
08-PKD-005 | GFCI inspections 3 years + current year Paper
'08-PKD-006 | Coples of legal documents 2 years + current year Paper
08-PKD-007 | BWC Orders 5 years + current year Multi
08-PKD-008 | Safety Commitiee Meeting minutes 3 years + current year Multi




1 (2) () 4)
Schedule Record Title and Description Retention Period Media Type
Number
| 08-PKD-008 | Recycling board minutes (copies) 1 year + current year Paper
08-FKD-D10 | Stark County Safety Councll minutes (copies) 1 year + current year Paper
08-PKD-011 | Disaster Plans Permanent Mutti
08-PKD-012 | MSDS Until revised, superseded or Paper
{ obsalete (RC-3 not required)
08-PKD-013 | Lawn fertllization records 5 years + cumrent year Multi
08-PKD-014 | Maps Until revised, superseded, or Paper
obsolete (RC-3 not required)
08-PKD-015 | Newsletter Information 1 year + current year Multi
08-PKD-016 | Chemical applicator license 3 years + cument year after Paper
termination of trained
serviceperson's employment
08-PKD-017 | Program brochures 1 year + current year Multi
08-PKD-018 | Blueprints buildings in parks Retain until superseded, obsolete or | Paper
replaced
08-PKD-019 | Advisory Committee Minutes 1 year + current year Multi
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(1) : () 3) 4)
Schedule Record Title and Description Retentlon Perlod Media Type
Number .
08-PKD-020 | Miscellaneous Articles 1 year + current year (RC-3 not Muiti
required)
08-PKD-021 | Thank You Letters Current year Paper
(RC-3 not required)
08-PKD-022 | Field Permits 1 year + current year Paper
(RC-3 not required)
08-PKD-023 | Field Information Retain until superseded, obsolete or | Paper
replaced
08-PKD-024 | Appropriation Transfer Requests 5 years + current year provided Paper
township audited
08-PKD-025 | Insurance Information 10 years + current year Multi
{including claim files)
08-PKD-026 | Inventory Lists (copies) | 3 years + current year provided Multi
Twp equipment and supplies township audited
08-PKD-027 | Key sign out sheet Current year Paper
(No RC-3 required)
08-PKD-028 | Police Reports 1 year + current year Paper
08-PKD-029 | Monthly Report Current Year | Paper
sent to administrator {No RC-3 required)
08-PKD-030 | Active Personnel File - commendations, Until employee’s resignation, Paper

promotions, pay adjustments, performance
evaluations, work information etc,

terminiation or commission revoked
then transfer to Fiscal Office
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(1} (2) (3). {4) AN
Schedule Record Title and Description Retantion Period Metlia Type [. . Foruseby Rc..a ulrad
Number . Ruditor of State wons
__or OHS.LGRP . LoRR o
08-PKD-011 | DISASTER PLAN DELETE ~ ALREADY INCLUDED e ]
AS 08-GA-00056 v ",,j?f;..; R ;;'.
08-PKD-024 | APPROPRIATION TRANSFER REQUESTS DELETE — ALREADY INCLUDED I aa— e
AS 12-FO-008 AT N .
L b :
A i Atan i R O L
08-PKD-026 | INVENTORY LISTS DELETE ~ ALREADY INCLUDED NI s TR e
AS 12-FQ-006 T S |
14-PKD-031 | RECEIPT BOOKS — DEPARTMENT GOPY 3 YEARS + CURRENT YEAR '{:: £ Can P
AN R D )
14-PKD-032 | COMMUNITY CELEBRATION RECORDS 1YEAR + CURRENT YEAR R _;._?'. B
,.-':;ﬂ.,.' B v n~".
foert : e :
14-PKD-033 | TEMPORARY EMPLOYEE TIME TICKETS 1YEAR + GURRENT YEAR A T
AR IEREA i
14-PKD-034 | PROGRAM REGISTRATION FORMS 1 YEAR + CURRENT YEAR ;,',j'_ :~_ s - _‘*;f
PR N
St B
E;: '.'.‘_T.:.‘: " - 'm “_l
i : .... , j‘ - j.- u'r:_
M S
L e 0.
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Ohio Historical Society
I StateAréhives of Oty

Sy Local Govemiment Ravatds Program P
E gbg E. 1™ Avenus o *5:
Columbies, Ofio 43211-2%97 H R Lo

RECORDS RETENTION SCHEDULE (RC-2)
See Mstuctions before compleling tis form;

Section A Logal Gmenm;mt init

_POLICE DEPARTMENT

Section B: Records Confilssion
Reords Comnission (ielephme numhnﬂ

S7ASWALESAVENUENMW, . MASSIION 44645 e SYARK
Toddress) ©hy -' @i code) (i)

To hzve, ihile form refurnad to the. Reconds Gommission elactronisally, inciude artergil adthesss, DKE
1 hereby gertify-that our recorts Sominission sietin an epen Meeling, as equired. byséﬁen 121,22 GRE, ard approved fhe.
ﬁsteden‘ﬂﬁsmtmmdanymntmuationsteﬂs Hurther cerfify h uqrwmwmmmemmmpmmm
serigs Fom befg-destroyed, irnsfkirned, or otharwiss disposet of int violation of ttiese sehedisles and that na recard wilf be kriowingh
disposed of which pertains o any pmdmgﬂegaieam‘ clim Aelion or regliest Thig aclion s refiecied in the rmmmkeptbyﬁﬁs
eamm:ssion.

Rewus}:am)m:'m Ghais-Signaiure:

s s s -

Seciign, D Anditor of Stafe .

Pl’easo Nots: The State Ames retains RG-2 iozms pammnentfy‘
it is strondlv fecomisisndad that the: Reaords Ccmm;sswn m!dm a aermanenf tony afﬂxts form




HISTONY Ohio Historical Soclety
State Archives of Dhlo
v Local Government Records Program
' 800 E. 17™ Avenue
Coftumbus, Ohlo 43211-2487

Saction E: Records Retention Schedule
JACKSON TOWNSHIP TRUSTEES

;-

Page2ofll

superseded (RC-3 not required)

POLICE DEPARTMENT
(local government entity} - {unit)
%) @ @ @) (8 “®
Schedule Racord Title and Deseription Retention Perlod Medla Type *For:use,by. -RC+3 Required
Number Audltorofifidate: | .. by OHS-
- or ORSILERP<| " LGRP
08-PD-0001 | Video/AudiofDigal Recordings of treffic stops as | Erase and rause when no longer of | Multi .. -
recorded in cruiser ah adminlstrative or legal value * ]
(RC-3 not required)
08-PD-0002 | LEADS/NCIC valldations 3 years + current year Paper ‘
]
. 08-PD-0003 | Offense/incident reports — all felonies except 2 years + current year after entered | Paper '
honicides fnto JTPD computer system and 0
input acouracy-verlfied, then destroy. ‘ s
08-PD-0004 | Offehse/Incident reporis — all felonies excapt 20 years + curent year and no Computer
homicides action pending ]
08-PD-0005 | Offense/Incident reports ~ Homicides ‘| Permansni Mult .- " P
- | Caret
08-PD-0006 | Missing Person Report 20 years + current year Computer .
08-PD-0007 | Missing Person Report 2 years -+ current year after entered | Papsr i
; inte JTPD computer system and . r )
input accuracy verified :
08-PD-0008 | Emeargltech Data System, flles and reports Continually updated, revised or Computer R
T
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- (1}

2 N (3) {4) G 8
Schedule Record Titte and Description _ Retention Period Media Type | - *Fol' “Uge: bys.:::a‘:, ¢ Rc.e Required
Number ' AtditorefState: - by-OHE:" .
oROHSHBRE LerRP .
08-PD-0008 | Index to Emergltech data system and reports Continually updated, revised or Computer '
superseded {(RC-3 not required) [
08-PD-0010 | Traffle citations including parking and voided 1 year + current year after entered | Paper .
cltations {departmsntal copy) JTPD computer system and.
accuracy verlfied, then destroy.”
{RC3 nhot required)
08-PD-0011 | Traffic ckations including parking and volded 1 year + current year after entered | Paper
citatlons {officer oopy) JTPD computar system and
accuracy verified, and then destroy.
RC3 not required)
08-PD-0012 | Accldent reports/supplemental/statements OH- 3 years + current year and no Paper
1,2,3 forms -non fatal action pending
08-PD-0013 | Accldent reports/supplemental/statements OH- | 20.years + cutrent year Comptiter
1,2,3 forms, non fatal
08-PD-0014 | Acoident reportslsupplemental!statements OH- | Permanent Camputar
17213 forms —Fatal
08-PD-0015 | Master hame file and Index/offensefincident Confinually mainfained and updated | Computer
raports and accident reports
08-PD-0016 | Master name index Continually ralntained and updated | Computer
08-PD-0017 | Evidencefproperty log 20 years + current year Muit!
08-PD-0018 | Firearms weapons log — conflscated 20 years + currant year Multi
08-PD-0018 | Confiscated flrearms/weapons destruction 20 years + cuirent year “Multl

records
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i)
Schedule.
" Number

o 2)
Record Title and Description

0B-PDB-0620

Reterition Pariod

@

Madia Typs |

(]
-For useby:

" NugiforotState
. }“QHS-LGRP ]

{6
RC-3Raquirad
by OHS-
LaRP

“BEI Evidence submission form ahd Forensic Lak |
spaciren form

Inmrpan'a'ité into-case fles

Papsr

I

08-PD-g021

. JTPD:Flreafmn Inventories and Administrative

Records ”

| Biysar+ current yesr scan to.
| electronie:form fof permanent.
| teterition

Palti.

TP

JTRD Firearn.Records and Invertories

| Permanent

A

08-PB-0023

Alairs Breotory

| Céntinually updatad

superiieded (RG-3 riot eaquimd)

Muehi

08-PD-0024

Fyeary ¢ cuimniyear

Papar

U8-PD-0025

| Police record chack request forms — civilan

requastor

: &:yia‘fa:s:# current yeas

:Peaper

| G6FD-0026

Logk out walvers.

i %P%_par

n|lo|lg|aoiap

| 68-PD-G027

ToWed 8 Impounded VERTGIa fies — contains date
of tow, complaiti, time, releaselbase disposition,
towscripany, oificer responding, relsase dals,
lot-towed to and signatire , .

’t-:yé.ar reurrent year

i

Pager

[5PD0028

Township expense record

3 years * currentyear prowned-
towns‘ﬂp auditedt

Paper .

08-RD-025 | Complaints of employes conduet

aadm

' Feﬁow gubdalfnes in union contract

- and it no-longer-of-at
inistrative velve

Pagier-

08:P0-0030 | Anonymous and unfounded complaints

2 yaars-+ guvent yearand no
- langer ofiah administrative valie
| (RG-3 rict Feqmred}

Papar
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Page Sof 11

required)

) (2} . (3) (@) 1L I . ®
Schedule Record Title and Description Retentton Perlod Nedla Type. For use by..::| 'RG.3.Required
Number _ Autitor.of-8tate: [ "~ by OHS-
‘or OHS-LGRP | .. LORP
08-PD-0031 | JTPD Annual Reports Permanent Paper .
08-PD-0032 | Statlon Message Detall System Data Automatically erasad monthly (RC-3 | Computer
ot requlred) |
08-PD~0033 | Stalion Message Detail Reports Untll no longer of an administrative | Paper
‘ or fiscal value then destroy (RC-3
~ not required) H
08-PD-0034 | Response to Resistance Reports 4 years + current year provided no | Multl )
actions pending L (]
08-PD-0035 | Monthly administrative reports 3 years + ourent year Multl ,_E..
. B
08-PD-0038 | Dally/monthly actual Police Officer special avents | 3 years + currenf year Muiti -
work schedules and assignments
08-PD-0037 | Copies of Property Destruction Orders Destroy after original returned from | Paper
. court (R€-3 not required)
08-PD-0038 | Field Tralning Report - Officer In Training Hired | 7 yaars + current year after Faper
amployae leaves fownship
amployment and no longer ademin.
L Value (RC-3 not required)
08-PD-0039 | Field Training Report - Officer in Training not 3 years + ¢urrent year and no Paper
Hired longer of an adminisirative value
(RC-3 not requirad)
08-PD-0040 | Auxliary Police Records 7 years + current year after Officer's | Muiti
resignation, termination or Bt O
Commisslon revoked .
08-PD-0041 | Patral Units — video/audio logging Erase and reuse when recorde are. | Multi C
no longer of an administrative value . 1 )
and no action pending (RC-3 not




. : e ~E

ey el H
. st _
ehE ..'; g il e ;ggg PagaG.of 1T

Bty
oge
z,Eﬂ"ﬁsk
Spc. 13126

Schedule Recort Title and:Description i Rutantion Periog Medla Typs
Number ;

& ym”{t 3'5% m
=t 5

«“zc'

i) 1
. RG-3 Required
hy OHS.
LaRp

08-PD-0042 | Building Entry - System-and Reports Unt) nm Ieng&r of an adminrstraﬁve Mgt
| orlegal valie (RC-3 not requlredy

PRI [T

1 4 1 . B
| B-FD-0043 | Waraht Log - | Untidelonger of @n administralive | Myl | D
f or fegal valus 0

; ?Q&PELQGM Warrants, subpoenal, summaong, Temparary  Ontl sarved, disoherged, answered Paper
; ; P"qu"f@n arders - grwithdrawn by the lssulng Gourt |

| 08-PD-0045 | CWvil Frotestion Order S Unfiorder expires, withdrawn.or Paper o -
served R W
108-PD-0048 | Wanted Postets” h Until:penson apprehended or pester | Paper B I S
no-lopger of an.administrafivevalue I N

' (ROt rgquired) "

08-PD-0047 | Expunged Records and Case Files Uponreceiptaf axpungmantorder | Mol 1
arase all slectronic rfSrencesarid.
: redect islated inf. Gontalied:
any othar department rectrds:(RG-
: 3 riot requirad) . Y
08-PD-0048 | Photographic/Digital Image:-logs (Evidentiary and | 26 years+cirant, year and HG T M
:  Administrative) ’im;gerofan administrative-or Jagal
:  valig
08-PD-0049 | Photographic Negatives/Dighal Tmages | 28 years.+ surrent yesr-and no Multr
: ; longer-of an.administratve:or legai

: | valug
08-PD-0080 | Off duly employment.and parmiisSian records. | @ years * CuranLyaar provided. | Vil P
; fownghip sugdited: Lo
| 0B-FD00T | Personnel Records — pre-employmient Untiemployee's resignation, " | Paper
: ‘taemitiation by comimigsibn revoksd
fhentransfario Fiseal @ﬁ‘ae
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ar
‘Schedule
Number

£
Record Title and:Description:

3} .
Retention Period

Media Fype

NN
Faruge by .

* Augdifor of Stite

. orOHS-LGRP

RG-3 lgequlrad
by-GHS.
£GRP

| 0B-PD-0082

‘Gommunity Oriented Poficing Recairds

3 years +-current year

Paper

| 08-PD-0058

BARE, RRIDE dnd Hooked on Fighing,
Departmant Revords:

a yaars-+-cureent year prayideg.

Township audited

Mg

[ 68PD-0064 |

- Canlne Recards —

Individualeanine (dog 'e}
 Officer File

3 yoars + current year after refired
framt:active service:

‘ Paper

I oaPDomEE

Directivas — Read and sign acknowledgnent

dyears'+ qurrent year

“Muie

| 08-PD-0056

UB-ED-0057

T Adminstatve Prapct Fios

Fuel Fransaction Record

[T o fonger of an admimistraive
yalue

" Muttl

18 yéarg +curtent year provided
1 towhship abdited

Parer

oo (0ig

T6-PBD058

1 VT-Prisi Data-Systam, fles and reports

| 20 years # surrent year and-na
| longerof an administrétive valiie

Computer

I

B8-PD-0058

e ToPriem Date SyStam, Ties and reports

{720 ears * eurcent year and o
| longerof ary administrative value

Compitker

e

Repirimands and Couinseling

Retave: from file:pursuant to;
ggntract retzin in EEOC dotiplianse.

Fapar

rég&g@d)

OBPDT | Setomentafarages "EYEAIS + Gufent yoar afer Officers | Wl
| resfiation, termination-or ] 2 "
- commission révoked (RO+3 fist ] I
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KV (2) ) (4) ® i [ (6}
8chedule Record Title and Description Retention Period Wedia Type Forussby.. ...| -RC~3 Required
Number AuditorofiState | by OHS-
: or OHSILGRP .| '&° LGRP
08-pD-00682 | Minor Misdemeanor Citations 3 years  current year Paper - ,
- 0
08-PD-0063 | Arrest Cards -~ Form 8 6 years + current ysar ' Paper
(|
08-PD-0084 | Cross Reference Indexes: Master Name-File/ | 5 years + current yesr and no Paper
Accidents / offensef Property etc. longer of an administrative value .
{RC-3 niot requived) . 0
08-PD-0085 | Arrest Book and Documentation (Record of 3 years + culrent yeer Paper
Arrests) ' N
08-PD-00§'6—i Racord of Arrests - contalns all Information on Until 80 years.of age or daceased Computer
atrest Including date, tims, offense, officer, name -
of sublect, location and disposition W
08-PD-00B7 | Case Number Assignment Books 5 years + current ysar Paper e
. ::'. E:]
08-PD-0068 Arrest Number Assignment Books 6 years + current year Paper ’"
08-PD-0089 | Dispalch Call cards 5 years + current year Paper )
: 0
"08-PD-0G70 | Juvenile Complaints/Gontacts/Admissions Until subject of reeand tums 24 Mttt . -=
yaars dld .o - 0
08-PD-0071 | Cruiser logs 1 year + current year Multi -
] N B
M N
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(1) . N {2) (3) (4) s .'\' .:IT'{B)- . ‘6)
Schedule Record Title and Description Retentlon Period Media Type | ;' Faruse-by RC-3 Requirad
Nuwber “ Auditor. of State by OHS-
'orOHS-LGRP . GRP
08-PD-0072 | Shift line up sheet 1 year + current year Mult T .
‘ k 0
08-PD-0073 | Whitten warning violations - various 1 year + curvent year Paper R 0
08-PD-0074 | COPS assistance rendered forms d years + current yaar Paper
e [
08-PD-0076 | Field Investigation Cards/Sheets Uniil data entered Into JTPD Paper e )
computer then destroy (RC-3 not M
required) T
08-PD-0076 | Arrest Jackets; Photographs, partinent Unil 80 years of age or deceased | Multi
docutnents ]
08-PD-0077 | Fingetprints 30 years + current year Paper ¥, n
08-PD-0078 | JTPD reports ar forms not speclﬂcal!'y fisted on 3 years + current year Ut o
this retention schedule L O]
08-PD-0079 | Employes Standards of Conduct Investigation 7 years + curent year and no Multl - ,
longer of an administrafive or legal : B
value e
08-PD~0080 | Lists and Rosters Continually updated, revised or Mutt
suparseded (RC-3 not required)
08-PD-0081 | Recovered Propetty Records 2 years + cuirent year after disposal | Multl
of properfy
08-PD-G082 | JTPD In-House Video 15 days then system recycles fape | Video
L (RG-3 not required)
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I Number

@)

Record THle:and Daseripfon

N
Retention Périod.

@ ]
Media Type | 4
- Auditor of State. {

B
Forusehy

~ (8} .
RS Required |
. -iby OHS- ]
LORP:

TOa-Pr006s

98-PO-0084

. MDT Reports

"Benaral pHotographs, negatives; elestronic

Untll notenger-of an admmistative:
or fiscal valils-(RC-3 aot reguired)

T

iR

| imiages

| Retalin images.fhat fiavé signfipart
légal, fiscal, sdmiristrative.or
“tistorical vatiie. Keepslgaificant
ifnages aecbrdin% fo confent{Refer
-t RG-2), Erase Images thet bave
no-signitficant velie. {RE-3 nat

Muitl

08-PO-0085

festresnits, siatement.of facts: by arresting

| wifleer, aveldent reports, driving resors

OV Case Files — alcohol influence repsrt bredth [5ve

. Gurrent year soan to
| glachonds form-for-permarnant

etenition fen destroy excess paper

Mt

. 08-PL-0086 :

Proventative-Patrol Report

3 years +-currant yaai

] Paper

| 08-PD-D08T

“Fark vioialian citalions

| Byears & curtent year

| Fapar

Noise nuisance viclatian

Byoars+ current yosr

Paper

0B-PD008E

| Petty cash recorde

3:;33&6"5*@#&5‘:- yearpmiﬂéé
: gudited

W

B-PO-00%0

Accident réporisisupplsiietisiataments: O~
213 forms ~ Faital

3 years +qurentyear afior date
gnferad intd comgiuler system and
dataverffied for sccuracy

Paper

glo oo |o|o

08-PD:0091

" Adtive Personnal Flie —commendations, |

{ promotions, pey adjustments, performancs:

evaluations, work information etg.

| Unfitemployee’s resigration,
terrminationsor commission: revoked
thep fiansfer to Flscal Offios

Muli

l@eP&-ﬁD 2.

“Manthly Report to. adninistrator

| Crentysar
- (Mo RG-3required)

Baper
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Ohio Historical Society
OH State Archives of Ohio )
S Local Government Records Program i1

800 E. 17" Avenue
Columbus, Ohlo 43211-2497

RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form.

=

Section A: Local Government Unit

JACKSON TOWNSHIP TRUSTEES ZONING DEPARTMENT
{lo overymy) (unit)
M JONI POINDEXTER ZONING INSPECTOR ___ /i3
ature of responsible official) (name) (title) (date)

Section B: Records Commission

JACKSON TOWNSHIP 330-832-5886 =
Records Commission {telephone number)
5735 WALES AVENUE N.W. MASSILLON 44646 STARK
{address) {city) (zip code) {county)

To have this form retumned to the Records Commission electronically, include an email address; DKERR@JACKSONTWP.COM

| 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. | 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 will be knowingly
dlsposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

commission.
Y a4A2
Records Msion Chair Signature Date
Section C: Ohio Hlstorlcal Soclety - State Archives . N
Oy il X 2 ' . ‘ Yy
C€7L’ Ut /[:/,/ LLA 3‘_\‘% {-f‘-’f /()1,//',[3(: [i’) ﬂ'if/&bb? {.}/t’ \5//2//2,
Signature Tite Date '

Section D: Auditor of State

il . m_‘ S-23-7>-

Date

Signature

Please Note: The State Archives retains RC-2 forms permanently.
It is stronaly recommended that the Records Commission retain a permanent copy of this form
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Ohio Historical Society
State Archives of Ohio
Local Govemment Records Program

800 E. 17" Avenue
Cofumbus, Ohfo 43211-2497

Section E: Records Retention Schedule

JACKSON TOWNSHIP TRUSTEES

ZONING DEPARTMENT

Page2 of 5

(local government entity) (unit)
m 2 Q) {4) (5) (6)
Schedule Record Title and Description Retention Period Media Type For use by RC-3 Required
Number Auditor of State by OHS-
| _or OHS-LGRP LGRP
5 years + current year after
Zoning Permits for uses or buildings no longer nonexistence of use ar building and no 0
12-ZD-001 existing longer of an administraiive value Mutti
12ZD-002 _| Conditional Use Permits Permanent Mult e
5 years + current yoar and no longer of 0
12-ZD-003 Certificate of Compliance Permits (inactive) an administrative value Multi '
3 yeats + current year and no longer of 0
12-ZD-004 | Preestanding and Fascia Sign Permits (inactive) an administrative value Multi
5 years + current year and no longer of [
12-ZD-005 Non-conforming Use Certificates (inactive) an adminigtrative value Multi j
5 years -+ current year or until no longer
| 12-ZD-006 Vendor Permits (inactive) of an administrative valye Multi - [
12-ZD-007 Temporary Sign Permits 1 year+ curtent year after issuance Mult 0
2 year + current year after concluded
and no longer of an administrative or ]
12-ZD-008 | Sign violation letters legal value Multi
3




D) {2) (3) ‘ (4)
Schedule Record Title and Description Retention Period Media Type
Number
2 years + current year afier concluded
and nop longer of an administrative or
| 12-ZD-009 Zoning violation leiters legal value Multi
2 years + current year and no longer of
12-ZD-010 Nuisance violations ( inactive) an adminigtrative value Multi
2 years + current year ptovided no
12-ZD-011 Complaint forms action pending Multi
2 years + cugyent year and no longer of
12-ZD-012 | Vendor pennil inquiry letters and responses an administrative or legal value Multi
12-ZD-013 Board of Zoning Appeals minutes (in notebock only) | 2 years + current year Paper
12-ZD-014 Zoning Commission minutes (in notebook only) 2 years + current year Paper
12-ZD-015 Board of Zoning Appeals Files Penmanent Paper
12-ZD-016 Amendment Files Permanent Paper
Permanent {(does not include site plans
12-ZD-017 Site Plans (active) for uses or buildings no longer existing) | Paper
Site Plans (inactive) for uses or buildings no longer 3 years - current year and no longer of
12-7C-018 existing _ administrative value Paper
12-ZD-019 Jackson Township Zoning Map Permanent Paper




{1 @ (3) (4)
Schedule Record Title and Description Retention Period Media Type
Number
| 12.ZD-020 | Tex Maps L 2 years after revised Paper
| Jackson Township Zoning Annual Reports
12-ZD-021 (Department Copy Only) 2 years + curreut year Multi
Jackson Township Zoning Department Monthly
12.ZD-022 Report (Department Copy Only) 2 years + current year Multi
12-7D-023 | Legal Opinions . Permanent Multi
12-ZD-024 | Jackson Township Zoning Ledger Permanent Mult
12-ZD-025 | Jackson Township Zoning Resolution Book Permanent Paper
2 years + current and no longer of an
12-ZD-026 Stark Soil and Water Reports administrative value Paper
12-ZD-027 RPC Recommendations (notebook copies only) 2 years+ current year Paper
Continually updated, revised or
12-ZD-028 Address Files superseded (RC-3 not required) Paper
Current Year
12-ZD-029 Monthly teports to administrator | (RC-3 not required) Paper o AR
Active Personnel File - commendations, promtotions, | Until employee’s resignation, - ﬁ%ﬁ@%}?‘f1 5 X
pay adjustments, performatce evaluations, work termination or commission revoked "’ﬁé};ﬁ %’L
12-ZD-030 _ | information etc. then transfer to Fiscal Office Muld SR




1 year + current year

1 (2) (3) T4
Schedule Record Title and Description Retention Period Media Type
Number
12-ZD-031 Notices to destroy weeds B - 2 yoars + current year Multi
Applications submitted for Zoning Certificates for
alterations and additions/model homefnew
12-ZD-032 construction 1 year + current year Paper
Applications submitted for Temporary Sign
12-ZD-033 Certificates I year + cutrent year Paper
12-ZD-034 Application submitted for Permanent Sign Certificate | 1 year + current vear Paper
12-ZD-035 Application submitted for Home Occupation permit 1 year + current year Paper
12-ZC-036 Application sybmitted for Transient Vendor Permit 1 year + current year Paper
Application submitted for Informational Distributor
12-ZD-037 Permit 1 year + current year Paper
Application submitted for Special Bvent Vendor
12-ZC-0338 Permit 1 year+ current year Paper
12-Z2D-039 Application submitted for Inside Vendor Permit ! year + current year Paper
Application submitted for Cettificats of Compliance
[2-ZD-040 | Permit

Paper




