A

3/07/2012
REVISED
ELYRIA CITY BOARD OF EDUCATION
Treasurer's Office
42101 Griswold Road
Elyria, OH 44035
SCHEDULE OF RECORDS RETENTION AND DISPOSITION

(1) TO: THE ELYRIA Board of Education Records Commission

(2) FROM: Fred V. Stephens, Treasurer/CFO Telephone # 440.284.8217

(3) Certification: No records shall be retained, destroyed, transferred, or otherwise disposed of in
violation of this schedule. No record shall be destm_ved if it pertains to any pending case, claim or
action. When records listed on this form are tohe rofilmed and-ih¢ originals destroyed, please

stipulate.

Authorized depariment official: 3/7/2012

Name/Title

(4) Approvals:

Chairman, Records Commission:

' Date
Ohio Historical Society: ? Qe_( M W = ] 25 l e 28
/7) Date
Auditor of State: ) 125/6-*" ? n/).,u {— -5 12—
Name Date
(5) (6) (7) (8)
Schedule Record title and description Retention Period For use by
Number Approving
Agencies
1000 Board and Administrative Records
1101 Minutes | Permanent RC-3'Hequlred by OHS
1102 Blueprints, Plans, Maps Pemanent RC=3Required by OHS
1103 Deeds, Easements, Lease, Abstracts Permanent BC-3 Required|by OHS
1104 Board Palicy Books and Other Adopted Policies 5 years after
superseded
1105 Administrative Regulatlons 5 years after
‘| superseded —
1106 Court Decisions Permanent RE-3 Requiret by OHS
1107 Claims and Litigation Permanent HC-3 Required|by OHS
Correspondence UNAV *+
1201 Elections 10 years
1202 Records Commission (Disposal) 10 years
1203 Agreementls (Bargaining and Other) 10 years after
explration
1204 Budget Policy Files 5 Years

*  Afterend of fiscal year

##  Provided Audited (audited by the Auditor of State and the Audit report is released)
#4% Hard copy maintained until documenis stored clectronically and then discarded
dkkk AT} UNAV items will be kept until no longer of administrative value; no RC-3 required for

destruction of miscellaneous records
Audited means: the years encompassed by the records have been andited by the Auditor of State

and the audit report has been released pursuant to Sec. 117.26 O.R.C.




3/07/2012

SCHEDULE OF RECORDS REJENTION AND DISPOSITION
CONTINUATION SHEET . .
(5 {8) _ (0 New Changes
Schedule Régord title;and description ‘Retention Perlod
Number , .

1301 Worker's Conipensation Claims Ten yéars. aftel
Flnandlal Payment
ade

1302 Bank Depository. Agreemerits. Four Years After,
Comiplefion

1303 Orgapization Reports Two Years ™

1304 Boiard Meeting Notices ‘One Year

1305 Agendas One Calendar Year**

1401 Adopted Gourses. of Study Unfil Superseded

: ' ‘ +2vyears |

1402 Adopfed Spetial Edutation Programs’ Until Superseded

) +'2 years.
1403 Adopled Special Programs. | Unfil Superseded + 2
_ . 3 ydars'
5000 | EMPLOYEE RECORDS. '
Employee Filesinclude:employment-applications,
resumes, coniracts/salary notices, evaluations;
persorinel actions, absence certificatiors,
transcripts and any other documents which
become part of the file.
“27M Certificated Active Employees Permanent

2102 Classlied Active Employess: | Parmanent

2103 Certificated Inactive Employees Permanint *™

2104 Classified inactive Employees Permanent **

2706 | Civil Rights and Disciplinary Reporis Permignafit ™

2108 Civil ServiceRepaorls. | Permanent

2107 | Refrement Letlers | Permanent™

2108 Substitute Records 26years

23071 Eimployed Contracts and:Satary Notiges | Faur years after

" ' Termination from
. employment

2302 Professional Conferences Application | 2years **

2303 Imegular Employee Contracls (stibstltifes; etc.) Four Years after
Contract Explres

2304 Unemployment Claims: 5 Years after final

: , clalm paid*™*
*  After end of fiscal year ‘
#*  Provided Andited (audited by the Auditor of State-and flie Audit report is reléased)

#+%+ Hard copy maintained until docoments stored électronically ard thed discarded

#akt AT TINAYV items will be kept antil no longer of adriinistrafive valisé; mo RC-3 required. for

destinction - of miscellaneous écords

Audited mesns: thé years encompassed by he records have been andited by the Auditor of State
and the audit report hag been released pursuant fo Sec. 117.26 OR.C.




3/07/2012

: L REVISED
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
®) 1) @ New Ghanges
Schedule; Record fitle and description Retention Pefiod
Number-
2305 Unemployment Records 5 ygars **
2306 Applications:(not hirad) "Two.Years.™
2307 ‘Schedules of Employees -Fiscal Year plus twe:
years
2308 Student Helper Appllcations . Two Years.
2309 Teacher Parsonnel Repdits (Internal) Fiscal Year pius.one
year
2310 -9 Irmigration Verification Forms Termiration of
' Employmentplus fen
years ) J
2407 Job Descriptions Unbil Superseded + 5
: s - : years .
3000 | STUDENT RECORDS
3101 Student Record Folders:- Permanent*™
Enrollment/Withdrawal information,
Grades/Transcripts
Activitles-Records,
Attendance Records
individual Test.Results (standardized,
competency/proficlency, aptitude)
ntervention Records,
Foreign Exchange Records,
Suspenslons-and Expulsfon
3102 Office Racord Card (K-8) (each student Permanerit ™
enroliment) . .
3103 Cosmetology Records -Permanent ™
Delete if no-progrem:
3201 Health/Medical Records’ 7 years after
Visusl Screaninid, graduation
Héaring screening,
immunization Records
3202 Discipline:Records . Until stiident leaves.
Letiars to Parents/Office: Disclplirie Elmd, Jr HI, or HS
3203 Psychological Records (Resirictedy Permianent™
3204 Child Abuse/Meglect Referral letters Through Graduafion
3301 Teacher‘Grade Book/Records Three Years
* Need to be auditéd’
3302 Pre-Schoo! Screening — Profiles “Three Years
% After end of fiscal year _
¥ Provided Audited (andited by the Auditor of Statg and. the Auditreport is released)

5+ Hard copy maintained uniil documents stared electronically and then discarded .
###4¢ A UNAY items will be kept until no longer of sdministrative value; no RC-3 reguired for
destruction of miscellaneous records

Audited means: the years enconipassed by the retords have been audited by the Apdifor of State
.ard the audit report has been released pursuant to See. 11726 O.R.C..

i SRy




3/07/2012

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
‘SONTINUATION SHEET .y
®) 6 ' D) New
Schedule Racord fitle and deseription Retention Period CHanges
Number ' _—
3303 Age and Schooling Records.— (Work Permits)’ Three Years:
-3304 Accident.Reports Permarient
3305 Indlvidual Educationat Plan (IEP) Last IEP-and MFE
should be parmarierit - _
all others; 7 years after ®
. graduation
-3306° Frea/Reduced Prica Lunch Applicafions . FourYears
‘3401 Emergancy Information Untit Superseded
4000 Buifding Records s
4202. | Tomada and-Fire Drill Records: Oné Year*
4203 Building'Health Inspections ' Twio Years™
4301 | Student Acfivity Records Two Years™
Pay-in Forms:
Pay-Out Forms.
Account Forms/Dist:
Budget Forms.
Reg/Purchase Orders
Purpose Clauses
Sales Potential Prajects
. ‘Ticket:Sales Reporis
4302 Receipts/Depasit Slips Four Years**
4303 Budget/Approprations Records Four Years™
4304 Reqg/Purchase Orders 10 Years ™
A401] | Text book Inventories Untif Superseded.
4402 Supplles Invenidries Untit Superseded
4403 Student Handbooks: Unitil Supersedéd
Maintain one copy”
: permgnently;
5000, CENTRAL DEPARIMENTAL RECORDS.
Administrative Offices:
52017 | School Calendars FiveYears
5307 Repair, Installation and Mainteniancé Records | Four, Years ™
5302 | Prevalling Wage Records Foiir Years ™
5303 Renial Information (Use of Facllities) Four Years **

¥ Afie end of fiscalyear

#%  Provided Audited (audited by the Auditor of State and the Audil
#3% Hard copy maiptained until documents stored electronically'and thez di gcarded

v

t report is réleased)

it ATLUNAY items will be Kept nntil no longer of aduifiistrative value; no RC-3 required for

destrucétion o miscellateous régoids

Audited means: fhe years encomipassed by the.tecords bave been audited by the Auditor.of State
and the andit report has been released pursuant to Sec, 117.26: O.R.C.




3/07/2012

‘REVISED
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
— B ® G New
Schedule, Record title and description Retertion Pericd Changes
Number
5304 |. Work Orders Four Years **
5305 Environmental Raporis and Dala (Asbestos; ete.) | Permanent
5308 Vandslism Réporis ' FourYears ™
5307 Siudent. Activity Purpose Clauses: Four Years *
5308 . | Sales Poteniial Forms (Student Activities) Four Years
5309 Bids and specifications {unsuccessful} Qe Year **
5310 Bjds and specifications {successiul) Four Years-Camplefien
of Pegject **
5311 | Cdnitractor Files (Recaleuletions, additions, Un#il project complets,
drawings, etc.) _ifno Action Pending ¥
5401 1 Preventative Maintenarice Repbris Fiscal Year Plus Two
_Years
5402 Warranity/Guarantee ' Lite/Warranty of
Equipment
5403 Plantand Equiprient Inveniory’ Until-Superseded ™
5404 Textbook/M orkbaok: Inventory Untit Superseded *™
5405 Supplies inventory - Until Supersedsd **
Special Education Departrierit
5227 Special Education Tutoring Reports' “Tep Years
- 1 If viot generated,
remove from:schedule,
5222 Jndividual Educations] Plan (IEP) | See Previous Page.
5223 Psychological Recards (Restricted) . Permignent
Transportation Deparfment
5141 Driver Physical 2 years after
' . termination
5341 [Fuel Cansunmiption. Daté ) : Four Yearg **
5342 Transportation Records: ) " | Four Years ™
5343 Fleld Trp Forms and Volunteer Driver Farims Fiscal Years Plug Two
Years

*  After end of fiscal year
#  Provided Audited (audited by the. Auditor of State and the Aadit report is released)

#ik Hard copy maintained until documents stored eléctronically:and then discarded
#ek AT UNAV items will be kept until no longer ofadminjstrative value; no. RC-3 required: for

destrction of miscellaneous records
Audited means: the years encompassed by therecords have been. audited by the Auditor of State

and the audit report has-been released pursuant to Séc. 117.26 OR.C.




3/07/2012

REVISED
SCHEDULE OF RECORDS REIENTION AND DISPOSITION
CONTINUATION -SHEET )
5y {8} (7 New
Schedule. Regord title and descriplion Retentiop Period Changes
Number-
5441 Accldent Reporis Three Years Providad
, : No Actibri Periding
. 5442 Vehicle Registration Life of Vehicle
5443 Véhicle License Unfil Temmination plus
. | one year
5444 Abstracts One Year after
| tetmination .
5445 Driver Ceriification Gne Year
5446 Supplies Inventory: " Unfil-Superseded **
5447 Vehicle Defect Report: Life-of Vehicle'
. |.Food Service Bepariment
5261 Food Service Records FourYears **
Merus
Food Production
Milk Seld
Students Served
5262 | Lunchrppm Records: Four Years **
Cash. Register Tapes
Cashlar's Dally Records ,
5263 Lunchroom Reports (Free and Reduced) Four Yéars™™
5461 Lunchroond Lists (Freg and Rediiced) Seven'Years:
5462 Inventarles: Unlil Superseded **
5463 License, Lunchroom Untll Terminated Pius
One Year

*  After end offiscal year

## Provided Audited (andited by the Auditor of State and the Audit report is released)
*#4 Hard copy maintained until documents stored electronically and then discarded

a4 ATI UNAV items will bekept until no longef of administfative value; ib RC-3 required for

destruction ofmiscellaneoius records
Audited means; the years encompassed By the records have been audited by the Auditor ¢f Btate
arid the andit report has been released pursuant to Sec, 117.26 O.R.C.




3/07/2012

REVISED
SCHEDULE OF RECORDSRETENTION AND IHSPOSITION
CONTINUATION SHEET
@) G | @ Now
Schadule Record tifle.and description Retention Period Changes
Numbef : ]
"~ gooo0 FINANCIAL RECORDS!
-6101 Annual Finarelal Reports 'l Byedis
Approprafidri Ledgers:
Budget Ledgers
Reventie Joumals
Vendor Listing
Check Reglster
Purchase Order Listing
Invoice List
Acocount Reports‘
Financlal Sumiigry
Detail Reports
6102 Activity Furdd Cash Joumal.ahd Ledger -§years ™
6103 Bond Reglster 20 years. after Isste
' ‘expirés
6104 Securitles Permanent ***
6201 _Investment Ledger 5years **
6202. ' Foundation Disfribution 5years **
6203- Tax Setflements {Semt-annual) and Advances 5years ™
6204 Budgats' (Aririuial) 5 yeas™
‘6205 Insurance Folicles 16 Years After
Expiration Provided all
Llaims Setted
6206 Contracts' 15 Years After
Expiration’
6207 Bonds and Coupons Until Bond Issues
Redeemed **
6208 Accounts Payabla Ledgers ' 5 years **
6209 Accounts Recéivable Ledgérs 5 years **
6210 Budgét Work Papers Ten Years ™
6211 -Voouchers, Involces and Porchédse Orders Teri Years **
6212 . Staie Program Files. Ten Years **

Aux. Services DPPF
AdultVocational Excess Lotiery
Data Processing

Public/Private Granis, etc.

*  Afterend of fiscal year

#%  Prayided Aundited (audited by the Anditor of State arid the Audit fepoit'is reledsed)
*5F Hard. copy maintained until doctiments stored eIectromcaHy and then discarded

ekt AT UNAV-items will be Kept until nio longer of adrinistrative value; no RC-3 required for

destrinction ¢f miscellaneous records
Andited means: the years encompassed by the records have been audited by the Auditor-of State

and the anditreport has been released pursuant to See. 117.26 O.R.C.




3/07/2012

| : REVISED
"SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET s
{8y () _ R ~ New
Stheduie Record iitle and description Retention Period Changes:
Number ; A
6213. ' Federal Program Files Ten Yéars™™
Title I, 0, L, IV=B, IV-C, ahd VI-B
' Chapter1, 2; Drug.Free, efc.
6214 Travel Expense Vouchers Ten Yeats ™
6218 Tax Anticipation Motes . Ten Years™
Records borrowing agalnst future tax collections
‘6216 State Reimbursemant Settfement -Shesis 5 Years ™~
6217 Unemployment Claims Five-Years
65218 Employee Borids, Board Member Bonds FiveYears
6219 Certificate. of Estimated Resources, 16 Years after
i expitation
6220 Appropriafion Reselufiors “Five Years
. 6222 Tax-Apportionments, Semi Anntal Five Years
‘6301 Cancelled Checks and Bank Statements Four Years **
6302 Publicetion Notlce. . Four-Years **
65303 Tuition: Fees apd Payignts Four Years **
£304 School Finahce (S.F.) Monthly:Stafement. Four Years™
5305 Investment Records Four Years **
{May include individual record of Investments,
bank corfitmation, wire itansfers, copy of GD &fc.)
6306 “Travel Expense Reports Board and Employees Ten Years ™
6307 State Sales Tax Reports A FourYears ™
6308 Student Activity Fund Four Years ™
Pay-Ins and Pay-Quts
Recelpts/Deposits
Cancelled check
Reporis
83089 Student Activity- Fund | Four Years ™
Budgsts, Purpose; Evaluation ] ,
6310 Check Reglsters Four Years **
8311 Déposit Slips/Cash Proofs "Four Years *~
6312 Bids and specifications +-Successfil Folilr Years ™
After completion of
project
| Bids and speacifications — Unsuccessiul One Year™
6313 Receipt Books Four Yegrs ™
*  After end of fiscal year _

#  Provided Audited (audited by the Auditor of State and

| the Audit repoit 15 released)
##% Hard copy maintained until documents stored glectronically:asid then discarded

s AT UNAV:ttems will be kept aritil ao longérof administrative valune; nd RC-3 required for
dastruction of miscellanéous recotds. '

Audited mesns: the vears encompassed by the records have been andited by the Auditor of State

and the audit report has been released pursuant to Sec. 117.26 O.R.C. '




3/07/2012

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
. GONTINUATION SHEET ;
(5) {6y ' @ . New
Schedule Recard'itle and descriptiadh Retention Perjod ‘Changes
Nurnber. :
6314 Extra Trip Records Four Years™
6315 .| Monthly Financial Reports Four Years **
6316 | Accaounting Data Four Years *”
6317 | Contratts: Service Four Years **
6318 State Stibsidy Refjuests: B Three Years **
Applications for Driver Education, pupil
traneportation, spedial education; etc..
5319, _Delivery/Packing Slips Ons Year ™"
6401 | Requiskiions: Orig'Year *
7000 T PAYROLL-RELATED.
7001 Payroll Ledgers _ Permanent ™
Bi-Weekly Payrall Reporis
| Guarterly. Payroll Reports ;
7102 | Earrilngs Registers Permanent **
1 By Staff Member’
By Calefidar Year
7103 Monihly Payroll Reports: Permanent ™
Leave usage and decumuialion,
retirement service, efo.
7201 Bureat of Employment Service Quarierly Reporis | Seven Years. :
7301 W-2 -W-4.(Employer Copy) ' Six Years and Current ™
7302 Federal Income Tax (Quarterdy/Annual) Six Years ahd Current™
7303, “Ohio Income. Tax (Menthly/Annual) Six Years and Cdrrent™"
7304 City Income Tax {Manihly/Ariual) Six Years and Current™
7305 1-School Income Tax (Monthiy/Arinual) Six years and Current ™
7306 Payroll Repotis {All Reporis Used far Each, Payroll | Four Years ™
Gomputer Generated — excaptthose listéd under
. 7001 -and 7102-3 absVe) :
7307 . Payroll Updaie:Listings | Four Years **
7308 | Payroll Calculations ) Four Years™
7309 State Teachers System and ScHool Employees Pérmanent **
Retirement System Waivers

#  Affer end of fiscal year

#+ Provided Audited (dudited by the Auditor of Sfate and the Audit report is reléased)

8% Tard copy mainteined unt] documents stored electronically and thén discaided

4 AT UNAV items will be kept until ne longer of administrative value; no RC-3 required for
destruction of miscellaneous récords

Andited means: the yedrs encompassed by fhie récords bave been audited by the Anditor of State

and the atidit report has beefr Teleased pursyant to Sec: 1 17.26 GR.C.




3/07/2012

d by OHS

ed by OHS

i

desiruction of miscellaneons retords
Audited means: the years encompassed by the reco

ol

‘ _ L REVISED
SCHEDULE OF RECORDS RETENTION AND, DISPOSITION
CONTINUATION SHEET.
(5) ‘ _ (8) n New
‘Schedulg Regord iifte and description. Retentlon Period Changes
Number '

7310 School Employees Retirement Systern (SERS). | Four Years ™

Repoiis; .
7311 ‘State Teachers Refiremeént System (STRS) Four Years **

Reports: '
7312 Annuity Reporis Four Years™
7313 Benefit Folder/Report FourYears™
7314, Employee Request and/or Authorization Féur'Years **

{Sick; Vacation; Personal, Or Other Leave)

7315 Deduction Reports — Veluntary Emplayee PR Four Yeas **

Deductions ; , 2
7316 Emploveé Vacation/Sick Leave Records Four Years™*
7317 Time Sheels ' | 8ix Years **
7318 Overtime Authorization Sik Years.
7318 Employee Insurance Blils, Medical, Deritsl, Life: Four Years:™
7323 Paycheck Reglster (not ledgers) Four Years ™
7324 Payroll Bank-Statement: Four Years*™
7401 Daduction, Authorization Until Superseded or

Employee, Terminated
8000 REPORTS
8201 State Audit. Reporis 5 Years:
8202 | #50 and #659 or #4502 Reporis 5Yegrs
8203 #25 and #625 Reporis: 5 Years.
8204 ' School Finance (S:F.) Reporis 5 Years
8205. Spacial Education (S.E:) Reparis_ 7 Years
B206 Vaotation Education {V.E.) Repiris 5 Yeears .
‘8207 Ohlo Commor Core Date (OCCD) Reporls 5Years
8208 Driver Education.Reports ' 5 Years
8208 Ohio.Dept, of Education{Q.D.E:) Reports 5 Years
8210 North Geniral Heporis "5 Years
8211 0OS/Civil Rights Reports Parmanent RL=3 Hequire
8212 Title IX Reporis 10 Years | RC-3 Requir;
*  Afterend of fiscal year

Provided Audited (zudited by the Additor of Sfaté and the Anditteport is released)

4 Hard.copy niaintiined until documents stored electronically and then discarded

sl A1) TNAY items will be kept'until no longer of administrative value; no RC-3 required for

and the andit reporthas been released pursiant to-Sec, 117.26 O.R.C.

rds have been audited by the Anditor of State




3/07/2012

REVISED
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET
S h(szl | R d fit! (6)d d ipli Ret t[rn Period b EC_S' e
chedule ecord title and description etentlon Perio hges \g
Number ? %‘ Loef
8213 SM-1 and SM-2 (Annual and Quarterly) 10 Years
8214 State Minimum Standards 10 Years RC-3 Requirgd by OHS
8301 Personnel State Reporis — Currently SF-1, CS-1 Four Years **
8302 County Auditor: Annual Wages (W.C.) Five Years
8303 County Auditor: Bank Balance Cerlification Five Years
8304 Transportation Reporis Four Years ™
8000 OTHER
2101 Personnel Directory 10 Years
9102 Enroliment Record (By Grade and Building) Permanent RC-3 Requirpd by OHS
9202 Schoal Calendars Five Years
9203 Building, Boiler, Maintenance Reporis Two years *
9402 Handbooks, Employee Until Superseded
+ 5 Years
9403 Direclives, Standards, Laws from Local and State | Until Superseded
and Federal Governmental Agencies + 5 Years
9404 Attendance Area Records Until Superseded
9405 Health Reporis Two Years *

%\é ol yeeords are

v Xoxie Henes 6]23\\1 = (I

*  Afier end of fiscal year

##  Provided Audited (audited by
##%  Hard copy maintained until docu
b4 A1} UNAV items will be kept unti

destruction of miscellaneous records
Audited means: the years encompassed by the records have
and the andit report has been released pursuant to Sec. 117.26 O.R.C.

( vl smymed) per proL CONVEX&UFUY

the Auditor of State and the Aundit report is released)
ments stored electronically and then discarded
1 no longer of administrative value; no RC-3 required for

heen audited by the Auditor of State




