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The Ohio Historical Society will forward the RC-3 to the Auditor of the State's records officer. 
Remember that the Certificate of Records Disposal serves as the official record of the actual disposal of 
records. 

New Online! httv://www .ohiohistorv.org/lgr 
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Sincerely, ( 

Pari J. Swift 
Local Government Records Archivist 
Ohio Historical Society 
pswift @ohiohistorv.org 
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RECORD RETENTION AND DESTRUCTION 

Kev Tc Schedule 

1000 - BOARD A ? ?  ADMINISTRATIVE RECORDS 

2000 - EMPLOYEE RECORDS 

3000 - STUDENT RECORDS 

4000 - BUILDING RECORDS 

9000 - OTHER 

5000 - CENTRAL DEPARTiviENT 

6000 - FINANCIAL RECORDS 

7000 - PAYROLL RELATED RECORDS 

8000 - REPORTS 

Symbols meanings: 
"After end of fiscal year" means the number of years specified plus the current year. 
''Provided Audited" means the record series ?., has been audited by the Auditor of State 
and the audit report released. 



Form RC-2 
2 1 Page 1 of 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
(1) TO: Shaker Heights Records Commission, Tel. No.:. 216-295-4316 

City District1560~ Parkland Drive Shaker Heights, Ohio 44120 Cuyahoga 
(ADDRESS) ic!ro (ZIP CODE) (COUNN) 

(2) FROM: Shaker He igh ts  City School D i s t r i c t  Treasurer's Office 

(POLITICAL SUBDIVISION NAME) (UNIT) 

Treasurer 6/22/03 
(SIGNATURE OF RESPONSIBLE OFFICSL) FITLEI (DATE) 

(3) CERTIFICATION: I hereby certify that our records commission met in an open meeting, as required by 
Section 121.22 ORC, and passed the retention schedules contained on this form and any continuation 
sheets. I further certify that our commission will make every effort to prevent these record series from being 
destroyed, transferred, or otherwise disposed of in violation of this schedule and that rlo record will be 
knowingly disposed of which pertains to any pending case, claim, action or request. This was app rov4  on 
June 23, 2003 as reflected by the minutes kept by this commission. 

Chairman, Records Commission: . ~ .&&&,&r~ t /& t5%#&,  LSD 6/23/03 
Signature Date 

(4) Subject to selection upon receipt of a . 
Certificate of Records Disposal (RC-3): - 

Date 

Approved by the Ohio Auditor of State: 
For th6 Ohio Auditor of State 

r 
Date 

(5) 
Schedule 
number 

(6) 
Record title and description 

Minutes Treasurer 

Audio Tapes Trrasurer 

Blueprints, Plans, Maps Business Office 
& Secretary 

I Deeds, Easements, Leases Trelvurcr 

Board Policy Books and Superintendent 
Other Adopted Policies and Secretary 

Administrative Superinandent 
Regulations and Secretary 

Coun Decisions Treasurer 

Claims and Litigation Treasurer 

'Afier end of fiscal year 
"Provided Audited 

(7) 
Retention 
period 

Permanent 

2 yews* 

Permanent 

Permanent 

1 year after 
Superceded 

I year after 
Superceded 

Ptmanent 

Permanent 

(8) 
For use by Auditor of State 

or OHS-LGRP 



Form RC-2 Page 

SCHEDULE OF RECORDSRETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: Shaker Heights City School D i  s t r i  c t  
(POL-L SUB0IVISK)N W E )  (UNIT) 

(8) 
For use by Auditor of 
State or OHS-LGRP 

(5) 
Schedule 
number 

1201 

1202 

1203 

1204 

1301 

1302 

1303 

1304 

1205 

140 1 

1402 

1402 

( 6 )  
Record title and descnptlon 

Elections Treasurer 

Record Disposal forms Treasurer 
(RC-3) 

Bargaining Agreements Treasurer 

Budget Policy Files Treasurer 

Worker's Compensation Treasurer 
Claims 

Bank Depository Treasurer 
Agreemenis 

(7) 
Retention 

period 

10 yean 

10 years 

10 years after 
Expiration 

5. years 

10 ye= after 
Financial 
Payment made 

4 years after 
Completion 

Organization Repom Treasurer 

Treasurer Board Meeting Notes 

Agendas Treasurer 

Adopted Courses of Superintendent 
Study and Secretary 

Adopted Special Sqperintendent 
Education Programs and Secretary 

Adopted Special Progams Superintendent 
and Secntary 

'After end of fiscal year 
*' Provided Audited 

z;amd try the records 
2 years* * 

\ year 

I Calendar 
year* * 

Until 
Superseded 

UntiI 
Superseded 

Until 
Superceded 

R N .  9/97 



Form RC-2 Page 3 of 2 1 

SCHEDULE OF RECORDS RETENTION AND DlSPOSlTlON 
CONTINUATION SHEET 

I 

Shaker Heights City School D i s t r i c t  FROM: 
(POLITICAL SUBONISION NAME) (UNIT) 

(8) 
For use by Auditor of 
State or  OHS-LGRP 

kditOd mnr 
@nmWaSed by the reamj~ 
h8v0 bmn audited by me 
AudIt0r 0f State and the 
Udk report hrts been 
f'dmsed pursuant to 
&. 117.26 0.R.C 

REV. 9/97 

(7) 
Retention 

period 

Permanent 

Permanent 

Permanent* ** 

Permanent" 

Permanent* * 

Permanent"' 

25 years 

yrut 
termination 
from employ- 
ment. 

2 yearsg* 

(5) 
Schedule 
number 

3,ooo 

2101 

2102 

2103 

2104 

2 LO5 

2107 

2 108 

230 1 

23 02 

(61 
Record title and description 

EMPLOYEE RECORDS 

(Employee fiies include 
employment applications, 
resumes, contraculsalary 
notices, evaluations. per- 
sonnel actiom. absence 
certification, ~ r i p t s  
and any other documents 
which become part of 
the file'.) 

Certificated Active Asst Supt, 
Employers Personnel 

Secretary 

Classified Active U 

Employees 

Certificated Inactive L. 

Employeej 

Classified Inactive 6 1  

Employees 

Civil rights. Civil Service 6, 

and Discipiinary Reports 

Retirement Letters U 

Substitute records .. 
Employee Conmas Treasurer 
salary notices 

Professional Conference Asst Sup& 
Applications . Personnel and 

Secretary 

'After end of fiscal year 
"Provided Audited 
"'Hard copy maintained for 2 years after 

audit - then microfilmed 



' Form RC-2 2 1, Page 4 of . - 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

 FRO^: Shaker H e i g h t s  C i t y  School D i s t r i c t  
(POLITICAL SUBDIVISION NAME) ' (UNIT) 

REV. 9/97 

(8) 
For use by Auditor of 
State or OHS-LGRP 

Audited means: the 
e"mm:pmd b$ the records 

b*fl owdkd by the 
Auditor Jf State and the 
a"$ fCp0a hzs beefl 
released Pursuant to 
set. 11 7.26 O.R.C. 

(5) 
Schedule 
number 

2303 

23 04 

2305 

2306 

2307 

33 08 

23 09 

23 10 

240 1 

(6) 
Record title and description 

Irregular Employee Treasurer 
Contracu (Substitutes, etc.) 

Unemployment Treasurer 
Claims 

Unemployment Treasurer 
Records 

Applications- Asst Supt, 
(not hired) PenonneI and 

Secretary 

,. Schedules of 
Employees 

Student Helper 
Applications 

Teacher Personnel 
Reports (internal) 

1-9 Immigration 
Verification Forms 

Job Descriptions 

"Provided Audited 

(7) 
Retention 

period 

4 years after 
contract expire3 

5 years 

5 years 

2 yearsb+ 

Fiscal year 
plus 2 years 

2 years 

FiscaI y e s  
plus I year 

Termination 
of employment 
plus 1 year 

Until 
Superceded 



Form RC-2 2 1 Page 5 of . 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: Shaker Heights City School D i s t r i c t  
(POLTTICAL SUBOlVlSlON NAME) (UNIT) 

(5) 
Schedule 
number 

jOOO 

3 101 

3 102 

3 103 

320 1 

3202 

3203 

3204 

3301 

(8) 
For use by Auditor of  
State  o r  OHS-LGRP 

hdbd meas the 
~ l m p a J f e d  tk 

been audW by the 
Auditor of state and the 
audit report has been 
mleased pursuant 
&!c, 117.26 O.R.C. 

REV. 9/97 

(6) 
Record title and descriptfon 

STUDENT RECORDS 

Student Record Folders Bldg Secretary 
Enrollment/Wirhdrawal 
Information 

Gradeflranscripts 
Activities Record 
Attendance Records 
Individual Test Results 

Standardized 
Compctency/Proficiency 
Aptitude 

Intervention Records 
Foreign Exchange Records 
Suspensions/Expulsions 
Home Schooled Student Records 

Office Record Card (K-9) Bldg Secretary 

Cosmetology Records VOC. secretary 
(Vocational) 

HealthMedical Records NunelBldg 
Visual Screening Secretary 
Hearing Screening 
Immunization Records 

Discipline ~eco rds  Bldg Secretary 
Letters to Parents 
Office Discipline 

Psychological Records Special Ed. 
(Restricted) Secretary/Nune 

Child ~buseft&glcct BIdg Secretary 
Re fenal Leaen 

Teacher Grade Bpoksl Eldg Secretary 
Records 

"Provided Audited 
**Hard copy maintained for 5 years after 

Student leaves system - then rnicrofiimec 

(7) 
Retention 

period 

PermanentaL* 

Permanent*" 

Pemanenta** 

7 Yean A h a  
Graduation 

1 year after 
Student leaves 
School 

7 years or 
through Grad. 

Through 
Graduarion 

3 yearsa* 



' Form RC-2 Page 6 of 21 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION S'HEET 

FROM: Shaker H e i g h t s  City School D i s t r i c t  
[POLITICAL SUBDIVISION NAME) (UNIT) 

(5) 
Schedule 
number 

3302 

3303 

3304 

3305 ..-+ 

3306 

240 1 

(81 
For use by Auditor of 
State or OHS-LGRP 

REV. 9197 

(6) 
Record title and description 

Pre-School Screening Bldg Secretary 
Pro tiles 

Age and Schooling Bldg Secretary 
Records (Work Permits) 

Accident Repom ~ u n e / B l d ~  
Secretary 

Individual Educational Bldg Secretary 
Plan (IEP) Special Ed. 

Secretary 

Free/Reduccd Price B ldg Sec retary 
Lunch Applications 

Emergency Information Bldg Secretary 

(7) 
Retention 

period 

3 years 

3 years 

5 yean 
provided no 
action pending 

7 yean 

4 years 

Until 
Superceded 



Form RC-2 Page 7 of - 2 1 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: Shaker Heights C i ty  School D i s t r i c t  
(UNIT) ' j WLlTlCAL SUBOIVlSION NAME) 

REV. 9/97 

(5) 
Schedule 
number 

4000 - 
4202 

4203 

430 1 

4302 

4303 

43 04 

440 1 

4402 

4403 

(8) 
For use by Auditor of 
State  or  OHS-LGRP 

ludited means: the YMrs 
encompassed by the records 
have been audited by the 
Auditor of State and the 
audit report has been 
released pursuant to 
Sec. 117.26 0.R.C. 

(6) 
Record title and description 

BUILDING RECORDS 

Tornado and Fire Bldg Secretary 
Drill Records 

Building Health Bldg Secretary 
Inspections 

Student Activity Records Bldg Secretary 
Pay-in fonns 
pay-out form 
Account foms/Dist. 
Budget forms 
Requisitions 
Purchase orders 
Ticket salt repom 

ReceiptslDcposit Slips Bldg Secretary 

BudgetIAppropriation Bldg Secrerary 
Records . . 

Requisitions1 Bldg Secretary 
Purchase Orden 

Textbook Inventories Bldg Secretary 

Supplies Inventory Bldg Secretary 

Student Handbooks Bldg Secretary 

Afier end of fiscal year 
**Provided Audited 

(7)  
Retention 

period 

1 yea? 

2 years* 

2 years** 

4 years** 

4 years+* 

10 yean** 

Until 
Superceded 

Until 
Superceded 

Until 
Superceded 



Form RC-2 Page - 8 of z1 - 
SCHEDULE OF RECURDS RETENTION AND DISPOSITION 

CONTlNUATlON SHEET 

Shaker Heights C i t y  School D i s t r i c t  
FROM: 

(POLITICAL SUBDlVlSiON NAME) (UNIT) 

(8) 
For use by Auditor of 
State or OHS-LGRP 

dited means: the Yeas 
mmpassed by the records, 
we hzen 2udittxI by the 
~ditor of State and the 
~dit report has been 

released pursuant to 

(5) 
Schedule 
number 

5000 - 

520 1 

5301 

5302 

5303 

5304 

5305 

5306 

5307 

5308 

5309 

53 10 

(6) 
Record title and description 

CENTRAL DEPARTMENTAL RECORDS 

Administrative Offices 

School Calendars Supt. Secretary 

Repair, Installation and Business Office 
 maintenance Records and Secretary 

Prevailing Wage Business Office 
Records and Secretary 

(7) 
Retention 

period 

5 yean 

4 years*. 
A[ 
er 

4 yeus*' hi 
A 
a 

Rental Information Business Office 
(Use of Facilities) and Secretary 

Work Orders Maintenance 
SupvJSecretary 

Environmental Reports Business Office 
and Data (asbestos, etc.) and Secretary 

Vandalism Reporu Business Office 
and Secretary 

Student Activity Business Office 
Purpose Clauses and Secrerary 

Sales Potential Forms Business Office 
(Student Activities) and Secretary 

Bids and Specifications Business Office 
(Unsuccessful) and Secretary 

Bids and Specifications Business Ofice  
(Successful) and Secretary 

"Provided Audited 

4 years** 

4 years** 

4 years** 

4 years*' 

4 yean*' 
, 

4 years" 

1 ye=** 

4 years after 
completion of 
Project* * 

Sec. 117.26 0.H.C. 



Form RC-2 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTlNUATION SHEET 

FROM: Shaker Heights City School D i s t r i c t  
(POLITICAL SUBDIVISION NAMe (UNIT) 

REV. 9/97 

(8) 
For use by Auditor of 
State  or OHS-LGRP 

Audited means: the Wrs 
enco~pa& by the lecilld! 
have been autited by the 
~ud'rtor of State and the 
audit report has been 
released pursuant to w. 117.26 O.RIC. 

(5) 
Schedule 
number 

531 1 

540 1 

5402 

5403 

5304 

5405 

(6) 
Record title and  description 

Administrative Offices - Continued 

Contractor Files Business Office 
(Resolutions, and Secretary 
additions. drawings, etc.) 

Preventative Maintenance Business Office 
Reports and Secretary 

WarrantyIGuarantee Business Office 
and Secretary 

Plant and Equipment Business Office 
Inventory and Secretary ' 

TextbooWWorkbook Curriculum Dir. 
Inventory and Secretary 

Supplies Inventory Business Office 
and Secretary 

" 'Provid~ Audited 

(7) - 
Retention 

~eriod 

Until Project 
Complete. if 
no Action 
Pendinga* 

Fiscal year 
plus 2 years 

L i f d W w t y  
of Equipment 

Until 
Superccded** 

Until 
Superceded* 

Until 
Superceded* ' 



Form RC-2 Page 10 of 21.- ' .  

SCHEDULE OF.R€CORDS RETENTION AND DlSPOSlTlON 
CONTINUATION SHEET 

FROM: Shaker He igh ts  City School D i s t r i c t  
(POLITICAL SUBDIVISION NAME) (UNIT! 

(8) 
For use by Auditor of 
State or OHS-LGRP 

Audited means: the years 
encompassed by the m r d s  
have been audited by the 
Auditor of Sbte and the 
audit report has been 
released pi~rsuant to 
Sec. 117.26 O.R.C. 

REV. 9/97 

(5) 
Schedule 
number 

522 1 

5222 

5223 

5340 

534 1 

5342 

5343 

544 1 

5442 

5443 

5345 

( 6 )  
Record title and description 

Saecial Education Deuamnent 

Special Education Special Ed. 
Tutoring Repom Secretary 

Individual Educational Special EdAldg 
Plan (IEP) Secretary 

Psychological Records Special Ed. 
(Resmcted) SecretaryMurse 

Transportation De~artment 

Driver Physical Transportation 
Secretary 

Fuel Consumption Data Transportation 
Secretary 

Transportation Records Transportation 
Secretary 

Field Trip forms and Transportation 
Volunteer Driver forms Secretary 

Accident Reports Transportation 
Secretary 

Vehicle Registration Business Ofice 
and Secretary 

Vehicle License Business Office 
and Secretary 

Driver Certifications Transportation 
Secretary 

"Provided Audited 

(7) 
Retention 

period 

1 0 years 

7 years 

7 years or 
through grad. 

2 years after 
ternination 

4 yean*' 

4 years*' 

Fiscal yew 
plus 2 years 

5 years 
provided no 
action pending 

Life of 
Vehicle 

I year after 
termination 

I year after 
terminat~on 



Form RC-2 Page 11 of .21_ , 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: Shaker Heights City School D i s t r i c t  
(POLITICAL SUBOlVlSlON NAME) (UNIT) 

REV. 9197 

(8) 
For use by Auditor of 
State or OHS-LGRP 

AudTted means: the  IS 
encam passed by the records 
have been audited by the 
h d ' b  of Stab and the 
audit report has b e n  
released pursuant to ' 

Sec. 117.26 O.R.C. 

(5) 
Scheduk 
number 

5446 

5447 

5561 

5 562 

5563 

5544 

5565 

(6) 
Record title and description 

Transuortation Deuanment - Continued 

Supplies Inventory Transportation 
Secretary 

Vehicle Defect Report Transportation . 
Secretary 

Food Service Deuartment 

Food Service Records Cafeteria 
Menus Supervisor 
Food Produciion 
Milk Sold 
Students Served 

Lunchroom Records Cafeteria 
Cash Register Tapes Supervisor 
Cashier's Daily Reports 

Lunchroom Reports Cafeteria 
(Free and Reduced) Supervisor 

[nventorics Cafeteria 
Supervisor 

Lunchroom License Cafeteria 
Supervisor 

**Provided Audited 

(7) 
Retention 

oeriod 

Undi 
Su~erce&d** 

Life of 
Vehicle 

4 years** 

4 years*. 

4 yearsa* 

Until 
Superceded* 

1 year after .. 
expiration 



'Form RC-2 Page 12 of * L a  

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: Shaker Heights City School D i s t r i c t  
(POLITICAL SUBDlVlSiON NAME) (UNIT) 

REV. 9/97 

(8) 
For use by Auditor of 
State or OHS-LGRP 

Audited mans: the ymn 
enamPassed by fbc records 
hat! been audited by t&, 
Audfiw of State and the 
audit report has 
released pursuant to 
Set. 117.26 O.R.C. . 

(5) 
Schedule 
number 

6000 - 
6101 

6102 

6103 

6104 

620 1 

6202 

6203 

6204 

6205 

(6) 
Record title and description 

FMANCIAL RECORDS 

Annual Financial Reports Treasurer 
Appropriation Ledgers 
Budget Ledgers 
Revenue Journals 
Vendor Listing 
Check Register 
Purchase Order Listing 
Invoice List 
Account Reports 
Financial Summary 
Detail Reports 

Activity Fund Cash Treasurer 
Journal and Ledger 

Bond Register Treasurer 

,Securities Treasurer 

Investment Ledger Treasurer 

Foundation Distribution Treasurer 

Tax Settlements (Semi- Treasurer 
(Annual) and Advances 

Budgets (Annual) Treasurer 

Insurance Policies Treasurer 

**Provided Audited 
***Hard copy maintained for 2 years after 

audit - then rnicrotilmed 

(7) 
Retention 

period 

5 yearsa* 

5 years** 

20 ycan after 
issue expires 

Permanent* 

5 years*' 

5 ye3rs** 

5 years" 

5 yearsq* 

15 years after 
Expiration 
Provided all 
Claims senled 

. < 



Form RC-2 
2 1 Page 13 of ,, 4. 

SCHEDULE OF RECORDS RETENTlON AND DlSPOSlTlON 
CONTINUATION SHEET 

FROM: Shaker H e i g h t s  City School D i s t r i c t  
(POLITICAL SUBDIVISION NAME) (UNIT) 

REV. 9/97 

(8) 
For use by Auditor of 
State or OHS-LGRP 

Audited means: the years 
encompassed by the r e w  . 
have been audited by the 
Auditor of State and th;e 
audit report has been 
released pursuant b 
Sec. 117.26 O . R . ~  

(7) 
Retention. 

period 

15 years after 
Expiration 

Until 
Redeemed" 

5 years" 

5 years** 

5 years** 

10 years** 

10 yean** 

10 years*' 

10 yeus** 

10 yean** 

(5) 
Schedule 
number 

6206 

6207 

6208 

6209 

6210 

621 1 

62 12 

6213 

62 14 

6215 

(6) 
Record title and description 

Conmcc Treasurer 

Bonds and Coupons Treasurer 

Accounc Payable Ledgers Treasurer 

Accounts Receivable T m u r e r  
Ledgen 

Budget Work Papen Treasurer 

Vouchers, Invoices and Treasurer 
Purchase Orders 

State Program Files Treasurer 
..\ux.Servicej, DPPF, 
Adult Vocational, 
Excess Lottery, Data 
Processing, Publid 
Private Grants, etc. 

Federal Pmyam Files Treasurer 
Title I, 11. III, IV-B, 
IV-C, 8 VI-B; 
Chapter 1,2; 
Drug Free, etc. 

Travel Expense Vouchen Trnsurer 

Tax Anticipation Notes Tresurer 
(Records borrowing 
against funue tax 
collections) 

*Provided Audited 



Form RC-2 2 1 Page 14 of  .. 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTlNUATION SHEET 

FROM: Shaker He ights  C i t y  School D i  s t r i  c t  
(POLITICAL SUBOlVlSlON NAME) (UNIT) 

REV. 9197 

(8) 
For use by Auditor of 
State o r  OHS-LGRP 

Audited means: the years 
entxmpassed by the records 
have been audited by the 
Auditor of Sbte and the 

- audit report has been 
released pursuant to 
See. 117.26 0.R.C. . 

(5) 
Schedule 
number 

6216 

62 17 

6218 

62 19 

6220 

6222 

630 I 

6302 

6303 

63 04 

6305 

63Q6 

6307 

(6) 
Record title and  description 

State Reimbursement Treasurer 
Scnlernznt Sheeu 

Unernploymenl Claims Treasurer 

Employee Bonds. Board Treasurer 
Member Bonds 

Certificate of Estimated Treasurer 
Resources 

Appropriation Resolutions Treasurer 

Tax Apportionments Treasurer 
(Semi-Annual) 

Canceled Checks and Treasurer 
Bank Statemenu 

Publication Notice Treasurer 

Tuition Fees and Payments Treasurer 

School Finance (S.F.) Treasurer 
Monthly Statements 

Investment Records Treaswr 
(May include individual 
Record of investments, bank 
confirmations. wire transfers, 
copy oiCD, etc.) 

Travel Expense Reports Treasurer 

Stale Sales Tax Reports Treasurer 

*Provided Audited 

(7) 
Retention 

period 

5 years** 

. 

5 years 

5 years 

15 years after 
Expiration 

5 years 

5 years 

4 years8' 

4 years** 

4 years*' 

4 years** 

4 years** 

10 years** 

4 years" 



' A  

Page 15 of 2.1 . . Form RC-2 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTlNUATlON SHEET 

F ~ ~ M :  Shaker H e i g h t s  C i t y  School D i s t r i c t  . 
(POLITICAL SUBDIVISION NAME) (UNIT) 

(8) 
For u s e  by Auditor of 
S ta te  o r  OHS-LGRP 

Audit?d means: the years 
enm~::~.zed by the records 
have keen zudited by the 
Auditor cif Stata and the 
audit report has been 
released pursuant to 
Sec. 117.26 O.R.C. 

(5) 
Schedule 
number 

6308 

6309 

63 10 

6311 

63 12 

63 13 

63 14 

6315 

63 16 . 

6317 

6318 

63 19 

640 1 

(6) 
Record title and description 

Scudcnt Activity Fund Treasurer 
(paywins, pay-outs, 
Receip~Deposits, 
Repom) 

Check Registen Treasurer 

Deposit SlipdCash Roo& Treasurer 

Bias and Specifications Treasurer 
(Unsuccessful) 

Bids and Specifications Treasurer 
(Successful) 

RecaiptBooks ' Treasurer 

E.rtra Trip Records Trcyurer 

Monthly Financial Reports Treasurer 

Accounting Data Tnasurer 

Service Contracts Treasurer 

State Subsidy Requests Treasurer 
Applications for 
driver education, 
pupil wansportation, 
special education, ex. 

DeliverylPacking Slips Treasurer 

Requisitions Treasurer 

'ARer end of fiscal year 
Provided Audited 

(7) 
Retention 

period 

4 yearsco 

4 yearso* 

4 years*' 

1 years*' 

4 years after 
completion 
of project*. 

4 years8* 

4 yean** 

4 years8* 

4 years** 

4 years8* 

3 yearse* 

1 yea?* 

1 year' 



' Form RC-2 Page - 16 of 2 1 .  

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: Shaker He ights  C i t y  School D i s t r i c t  
(POLITICAL SUBOI'JISION NAME) (UNIT) 

(5) 
Schedule 
number 

7000 - 
700 1 

7102 

7 103 

720 1 

730 1 

7302 

7303 

7304 

7305 

7306 

(8) 
For use by Auditor of 
State or OHS-LGRP 

Audited means: the years 
enampassed by the recards 
have been audited by the 
AudjfOT of Sfate and the 
audit report has bzen 
released pursuant to 
Sec. 117.26 O.R.C. 

REV. 9/97 

(6) 
Record title and description 

PAYROLL RELATED 

Payroll Ledgers Treasurer 
Bi- Weekly Payroll 
Reports, ~ u a r k r l y  
,Payroll Repom 

Emings  Registers Treasurer 
By Staff Member 
By Calendar Year 

Monthly Payroll Reports Treasurer 
Leave usage and 
accumulation, 
retirement service, etc. 

Bureau of Employment Treasurer 
Service Quarterly Reports 

W-2's. W 4 s  Treasurer 
(Employer copy) 

Federal Income Tax Treasurer 
(QuarterlylAnnual) 

Ohio Income Tax Treasurer 
(MonthlyIAmual) 

City Income Tax Treasurer 
(FvfonthlyIAnnuaI) 

School Income Tax Treasurer 
(MonthlyIAnnual) 

Payroll Reports Treasurer 
Reports used for 
each paymll- 
computer generared 

"Provided Audited 
*"Hard copy maintained for 5 years, 

then microfiImed 

(7)  
Retention 

period 

Permanenca** 

Permanent*" 

Permanent*** 

7 y e v s  

6 y e v s  and 
Current'* 

6 yevs and 
Currenta* 

6 years and 
CurrenP a 

6 years and 
Current** 

6 y e v s  and 
Current" 

4 years*' 



Form RC-2 2 1 Page 17 of -., 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: Shaker Heights C i t y  School D i s t r i c t  
(POLITICAL SUBDIVISION NAME) (UNIT) 

(5) 
Schedule 
number 

7307 

7308 

7309 

7310 

73 1 1 

73 12 

73 13 

73 14 

73 15 

73 16 

73 17 

(7) 
Retention 

period 

4 years** 

4 yean** 

Permanent*** 

4 years** 

4 yean** 

4 yearsa* 

4 yean** 

4 years** 

4 years** 

4 yean** 

6 yearsa' 

(6) 
Record title and description 

Payroll Update Listing Treasurer 

Payroll Calculations Treasurer 

State Teachers System Treasurer 
and School Employees 
Retirement System Waivers 

State Employees Treasurer 
Retirement System 
(SERS) Reports 

State Teachers Treasurer 
Retirement System 
(STRS) Reports 

Annuity Repom Treasurer 

Benefit Folders/Reports ~ re&ure r  

Employee Request andlor Treasurer 
Authorization for Leave 
F o m  (Sick, Vacation, 
Personal, or other leave) 

Deduction Reports Treasurer 
Voluntary payroll 
Deductions 

Employee Vacation/ Treasurer 
Sick Leave Records 

Time Sheets Treasurer 

**Provided Audited 
***Hard copy maintained for 5 yean- 

then microfilmed 

(8) 
For use by Auditor of 
State or OHS-LGRP 

Audited means: the years 
encompassed by the records 
have been audited by the 
Auditor of State and the 
audit report has been 
released pursuant to 
S~C.  117.26 0.R.C. . 

REV. 9/97 
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: Shaker Heights C i t y  School D i s t r i c t  
(POLITICAL SUBOlVlSlON NAME) (UNIT) 



Form RC-2 Page 19 of 21.: 

SCHEDULE OF RECORDS RETENTION AND DISPOSITION 
CONTINUATION SHEET 

FROM: 
Shaker Heights  C i t y  School D i s t r i c t  

(POLITICAL SU~DIVISJON NAME) (UNIT) 

(5) 
Schedule 
number 

8000 - 
820 1 

8202 

8203 

8204 

8205 

8206 

8207 

8208 

8209 

821 1 

82 12 

8213 

8214 

(6) 
Record title and description 

REPORTS 

State Audit Repons Treasurer 

#59, #659 and #4502 Treasurer 

#25 and #625 Treasurer 

School Finance Treasurer 
(S.F.) Reports - annual 

Special Education SpEd Secretary 
(S.E.) Reports - annual Supt Secretary 

Vocation Education Voc Secretary 
(V.E.) Reports - annual Supt Secretary 

Ohio Common Core Data Supt Secretary 
(OCCD) Reports 

Driven Education Repons Treasurer 

Ohio Department of Bldg Secretary 
Education (ODE) Reports 

Civil Rights Reports Supt Secretary 

Title IX Reports Supt Secretary 

SM- I & SM-2 Treasurer 
(Annual and Quarterly) 

State Minimum Standards Supt Secretary 

'"Hard copy maintained for 5 yeus, 
then microfilmed 

(7 )  
Retention 

period 

5 years 

5 yean 

5 yean 

5 yean 

7 yean 

5 years 

5 yean 

5 yevs 

5 yean 

Permanent*** 

10 years 

10 years 

10 yevs 

(8) 
For use by Auditor of 
State or OHS-LGRP 

REV. 9/97 



- Form RC-2 2 1 Page 20 of - a  

SCHEDULE OF RECORDS RETENTION AND DISPOSITIObI 
CONTINUATION SHEET 

Shaker Heights  C i t y  School D i s t r i c t  FROM: 
(POLITICAL SUBDIVISION'NAME) (UNIT) 

(5) 
Schedule 
number  

830 1 

8302 

8303 

8304 

9000 - 
9101 

9 102 

9202 

9203 

9402 

9403 

9404 

(8) 
For use by Auditor of 
State o r  OHS-CGRP 

n,.,.:h-~ ...-.+- , ;.,.as: I?e years 
enc~apxsed by the records 
hcve b a n  audited by the 
Auditor of State and the 
audit report has been 
released pursuant to 
Sec. 117.26 O.R.C. 

REV. 9/97 

(6) 
Record title and description 

Personnel State Repom Personnel 
(Currently SF- I ,  CS- 1) Secretary 

Worker's Comp Wage Treasurer 
Repons (CO. Auditor) 

Bank Balance Certification Treasurer 
(Co. Auditor) 

Transporntion Repom Transportation 
Secretary 

Penonnel Directory Supt,Secrew 

Enrollment Record Supt Stcrerary 
(By grade and building) 

School Calendars Supt Secretary 

Building, Boiler, Business Office 
Maintenance Reports and Secretary 

Employee Handbooks Supt Secretary 

Directives, Standards, All Secretaries 
Laws from Local, State 
and Federal Governmental 
Agencies 

Anendance Records Supt Secretary 

AAer end of: fiscsl year 
"Provided Audited 
***Hard copy maintained for 5 yean - 

then microfilmed 

(7) 
Retention 

period 

4 years*. 

5 yean 

5 yean 

4 yean*. 

10yean . 

Permanent* 

5 years 

2 years* 

, Until 
Superceded 

Until 
Superceded 

Until 
Superceded 



Form RC-2 Page - 2 1 2 1 - 
SCHEDULE OF  RECORDS RETENTION AND DlSPOSlTlON 

FROM: Shaker He igh ts  City School D i s t r i c t  

(POUTICAL 5UBDlVlS:ON NAME) (UHITj 

(8) 
For use by Auditor of 
State o r  OHS-CGRP 

REV. 9/97 

Schedule 
15' I (6) 

Record title and description 
number 

E Ma i l  

9801 1. Non-Record M a t e r i  a1 s  : 
(Personal Correspondence & 
Non-State P u b l i c a t i o n s )  

9802 2. O f f i c i a l  Record: 

a. ~ r a n s i e n t  Re ten t i on  

b. I n t e r m e d i a t e  Retent ion:  
General Correspondence 
Rout ine  Correspondence 
Month ly  & Weekly Reports 
Minutes of Agency S t a f f  

meet i  ngs 

c. Permanent Reten t ion :  

Execu t i ve  Correspondence 
Departmental  Pol i c i e s  

Procedures 

(71 
Retention 

period 

De le te  a t  any 
t ime.  

U n t i  1  no 1 onger 
o f  a d m i n i s t r a t i v e  
va lue .  

1 y e a r  
6 months 
1 y e a r  
2 years  
( t r a n s f e r  t o  
S t a t e  Arch ives)  

- 2  yea rs  
U n t i  1 superseded, 
obsolete,  o r  
rep1 aced 

( t r a n s f e r  t o  
S t a t e  Arch ives)  



FitOM: Shaker Heights  City School D i s t r i c t  

(POUTICAL SUBO1VIS:ON NAME) (UNIT; 

(8) 
For use by Auditor of 
State or  OHS-CGRP 

REV. 9/97 

(5) 
Schedule 
number 

9801 

9802 

(6) 
Record title and description 

E M a i l  

1. Non-Record M a t e r i a l s :  
(Personal Correspondence & 
Non-State P u b l i c a t i o n s )  

2. O f f i c i a l  Record: 

a.  ~ r a n s i e n t  Re ten t i on  

b. I n t e r m e d i a t e  Retent ion:  
General Correspondence 
Rout ine  Correspondence 
Month ly  & Weekly Reports 
Minutes of Agency S t a f f  

meet i  ngs 

c. Permanent Retent ion:  

Execu t i ve  Correspondence 
Departmental  Pol  i c i  es 

Procedures 

(7) 
Retention 

period 

De le te  a t  any 
t ime. 

U n t i l  no l onge r  
o f  a d m i n i s t r a t i v e  
v a l  ue. 

1 y e a r  
6 months 
1 y e a r  
2  yea rs  
( t r a n s f e r  t o  
S t a t e  Arch ives)  

- 2  yea rs  
U n t i  l superseded, 
obsolete,  o r  
rep1 aced 

( t r a n s f e r  t o  
S t a t e  Arch ives)  
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