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City of Bowling Green Office of Information Technology
(local government entity) {unit)

) @ , @) @
Schedule Record Title and Description Retention Media
Number Period Type
11-01 Mail: Unselicited mail {e.g. anonymous/slanderous letters Until no longer ‘ Papet/ |

groundless camplaints, sales, materials, transitory messages, info | administratively | Electronic
brochures, etc.) (Maintained as part of general office practices) necessary
| 17-02 Mails Postal records (e.q. registered, certified, certificates: | 2 years Paper/
of mailing, insured logs or receipts) (Maintained as part of Electronic
general office practices) ‘
11-03 Electronic mail (Ematil} Retain according | Paper/
(Maintained as part of general office practices to.content-see Electronic
correspondence
11-04 1 Mailing lists {Maintained as part of general office Until tpdated, Paper/
practices) superseded,or | Electronic
obsolete
11-05 ‘Manuals, handbooks, and directives (Maintained as part of| Until superceded/ | Paper/
general office practices) absolete/replaced | Electronic
: Retain 1 copy 5'yrs
11-06 Press/News Releases (Maintained as part of general office | Pesmanent Paper/
practices): Electronic
11-07 Training Materlal/Lesson Plans (Maintained as part of Until superseded | Paper/
general offlce practices) Electronic
11-08 Telephone Messages/Records {Maintalned as part of Until no longer Paper/
general office practices) administratively | Electronic
necessary |
11-09 Reference/Library Materlals (Maintained as part of general | Untii superseded, | Paper/
office practices) obsolete, or Electronic
replaced »
11-10 Volce Mail Messages (Maintained as part of general office | Untilnolonger | Electronic
practices} i administratively
necessary
11-11 Records Requests (Maintained as part of general office 2years 1 Paper/
practices) Electronic
11-12 Records Retention Documents RC1, RC2, RC3 (Maintained | Permanent Paper
as part of general office practices)
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City of Bowling Green ' Office of Information Technology
{local government entity) {unit)

(1) @ 3 @)
Schedule Record Title and Descéription Retention Media
Number Period Type

11-13 Correspondence. ) 1 year Paper/ |
Routine Form letters, general (Maintalned as part of general 3.years Elactronic
office practices) )

11-14 Facsimile (Fax} Messages (Maintained as part of general | Treatas Paper

’ office practices) correspondence
11-15 Coples-All Media , Useapplicable [ Paper
{Malntained as part of general office practices) records serfes
tetention perlods
L 11-16 Blank Forms (Maintained as part of general office Until updated, Paper/
practices) superseded, or | Electronic
obsolete

1117 Drafts-All Media (Maintained as pait of general office Until nolonger | Paper/
practices) administratively | Blectronic

needed !

11-18 Rosters/directories {Maintained as part of genera! office 1yearafter Paper/
practices) : superceded or Electronic.

obsolete
“41-16 Project Files Until projectis Paper/

completed and. | Flectronjc
final report issued

- 11-20 Project Final Reports (Maintained as part of general office | Permanent Paper/
practices) Electronic
11-21 Budget Preparation Documents (working papers) 4years Paper/
{Maintained as part of general office practices) Electronic
11-22
11-23

11-24
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