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OHIO Ohio Historical Society Pafl«L.2^f 7 
KitJcuY Stole Archives of Ohio 

Local Govemment Records Program 

800 E. IT^Avmnua 
Columbus, Ohio 43211-2407 

Sect ion E : R e c o r d s Retention S c h e d u l e 

City of Bowling Green Department of Parks and Recreation 
(Local government entity) (Unit) 

(1) 
S c h e d u l e 
Number 

(2) 
R e c o r d Title and Descr ipt ion 

(3) 
Retention 

Period 

(4) 
Media T y p e 

(5) 
For u s e by 
Auditor of 

State or 
O H S -
L G R P 

(6) 
R C - 3 

Requi red 
byOHS-

LGRP 

12-1 A c c i d e n t Reports (retained/used a s 
general office information) 

2 years , no 
c la ims 

Paper , 
e lectronic • 

12-2 Activity and Rental Reports and 
Registrat ion/Rental Paperwork 

2 y e a r s Paper, 
e lectronic • 

12-3 A m e r i c a n s With Disability Ac t Facil i ty 
S u r v e y s , L is ts of Current Barr iers and 
Barr ier Removal Plan 

Until of no 
administrative 
value 

Paper, 
e lectronic • 

12-4 Aquat ic P a s s Applicat ions & Repor ts 2 years Paper, 
e lectronic • 

12-5 Aquat ic Dally Admiss ion Reports , 
C o u n t s 

2 years Paper, 
e lectronic • 

12-6 B G P a r k s and Recreat ion Board 
Meeting Minutes (official b u s i n e s s of 
the P a r k s and Recreat ion Board) 

Paper-
permanent, 
e lectronic- until 
printed 

Paper , 
e lectronic 

X 

12-7 Budget , Budget Performance Reports , 
Budget Tracking Worksheets , 
I n c o m e / E x p e n s e Reports (used to 
ba lance budget during current year 
and t rack past f inancial performance) 

Until no longer 
administratively 
necessary 

Paper, 
e lectronic 

• 
12-8 C a l e n d a r s / B u s i n e s s P lanners (used 

to organize staff time for department 
operat ions) 

6 months a s 
long a s no 
further 
operational 
importance 

Paper, 
e lectronic 

• 
12-9 Communi ty Center P a s s Appl icat ions 

& Reports (retained/used a s general 
office documentat ion) 

2 years Paper, 
e lectronic • 

12-10 Program S i g n In & Sign Out S h e e t s 2 y e a r s Paper, 
e lectronic n 

12-11 Communi ty Center Daily P a s s S h e e t s 
(retained/used a s general office 
documentat ion) 

2 years Paper, 
e lectronic • 

12-12 Communi ty S u r v e y s (determines 
c o u r s e s of act ion, quality of s e r v i c e 
and for planning related to 
department operations) 

Until of no 
administrative 
va lue 

Paper, 
e lectronic • 

S A 0 / L G R P - R C 2 - ( l n s t . ) Revised 6.27.2017 



OHIO O h i o H i s t o r i c a l S o c i e t y PfflftW 7 
• ' • " state Archlvee of Ohio 

Local Govommant Records Program 

8O0E IT^AvaniM 
Coiumbua,Ohh 43211-2497 

Sect ion E: Recrorde Retention Schedu le 

City of Bowling Green Department of Parks and Recreation 
[Cbcal government entity) (Unit) 

(1) 
S c h e d u l e 
Number 

(2) 
Record THIe and Descr ipt ion 

(3) 
Retention 

Period 

W 
Media T y p e 

(5) 
For u s e by 
Auditor of 

State or 
O H S - L G R P 

(6) 
R C - 3 

Requi red 
by OHS-

L G R P 
12-13 C o n c e s s i o n Reports (retained/used a s 

general s a l e s documentation and for 
f inancial audit) 

Until of no 
administrative 
value 

Paper, 
e lectronic 

12-14 Cont rac ts and Agreements (as 
needed to document binding and non-
blndlng s e r v i c e s and agreements 
related to general office 
documentat ion) 

15 y e a r s after 
expiration of 
contract 

Paper , 
e lectronic • 

12-15 Cor respondence : mall , email 
r e s p o n s e s , Facebook and other 
web/e lectronIc media post ings 
(retained/used a s general office 
documentat ion) 

Until of no 
administrative 
value 

Paper, 
e lectronic 

• 
12-16 C o r r e s p o n d e n c e : unsol ic i ted mall, 

junk mall , Junk email , Junk f a x e s , 
unsol ic i ted mall, web/electron Ic media 
post ings not applicable to office 
documentat ion 

Immediately Paper , 
e lectronic 

• 
12-17 C o r r e s p o n d e n c e : transient Junk mall , 

Junk emai l . Junk faxes that might t>e of 
s o m e u s e for general office 
documentat ion (retained/used a s 
general office documentat ion) 

Until of no 
administrative 
value 

Paper, 
e lectronic 

• 
12-18 C u s t o m e r comments , evaluat ions, 

s u r v e y s (to determine quality of 
s e r v i c e , sat isfact ion and a reas of 
improvement for department 
operat ions) 

Until of no 
administrative 
vMue 

Paper , 
e lectronic 

• 
12-19 D e e d s (to document park property 

boundar ies and legal descr ip t ions) 
Permanent 
record 

Paper , 
e lectronic 

X 

12-20 Equipment replacement reports and 
equipment Inventory (retained/used 
a s general ofRce documentat ion) 

Until obsolete 
or s u p e r s e d e d 

Paper . 
e lectronic • 

12-21 Equipment manuals , Instruct ions and 
warrant ies (retained/used a s general 
office documentat ion) 

Until obsolete 
or s u p e r s e d e d 

Paper , 
e lectronic • 

12-22 F e e Waivers , D iscounts and 
S p o n s o r e d Program F o r m s 
(ratal ned /used a s general office 
documentat ion) 

Until of no 
administrative 
va lue 

Paper , 
e lectronic • 

12-23 F o r m s , B l a n k 
(retained/used a s general office 
documentat ion) 

Until obsolete 
or s u p e r s e d e d 

Paper , 
e lectronic • 
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OHIO Ohio Historical Society P a q e j o f 7 
state Archlvss of Ohio 
Local Government Records Program 

800 £ 17^ Avenue 
Columbux Ohio 43211-2497 

Sect ion E : R e c o r d s Retention S c h e d u l e 

City of Bowling Green Department of Parks and Recreation 
(Local government entity) (Unit] 

(1) 
Schedule 
Number 

(2) 
R e c o r d Title and Descript ion 

(3) 
Retention 

Period 

(4) 
Media 
Type 

(5) 
For u s e by 
Auditor of 

State or 
O H S -
L G R P 

(6) 
R C - 3 

Requi red 
by OHS-

L G R P 

13-24 Invo ices , purchase orders (retained/used 
a s general office documentat ion, 
dupl icate Information In f inance dept.) 

Until of no 
administrative 
value 

Paper, 
electronic • 

13-25 Maintenance R e q u e s t s , Reports , C h e c k 
l ists (retained/used a s general oiffice 
documentat ion) 

Until of no 
administrative 
value 

Paper, 
electronic • 

13-26 Major Maintenance and Capital 
Improvements List (retained/used a s 
general planning documentat ion) 

Until obsole te 
or s u p e r s e d e d 

Paper, 
electronic • 

13-27 Manuals and handbooks relating to 
e m p l o y e e s and volunteers (retained/used 
a s general office documentat ion for 
orientation) 

Until obsole te 
or s u p e r s e d e d 

Paper, 
electronic • 

13-28 Marketing Materials, Adver t isements , 
Marketing Plan (retained/used a s general 
office documentation) 

Until of no 
administrat ive 
value or 
s u p e r s e d e d 

Paper, 
electronic • 

13-29 Master Plan for the Department, Reports 
on P r o g r e s s (retained/used a s general 
planning documentation) 

Until obsolete 
or s u p e r s e d e d 

Paper, 
electronic • 

13-30 Monthly Reports for the Department 
{retained/used a s general office 
documentat ion) 

Until end of 
ca lendar y e a r 

Paper, 
electronic • 

13-31 Monthly Board Packets for P a r k s and 
Recreat ion Board (retained/used a s 
meeting materials prior to minutes being 
generated) 

Until end of 
ca lendar year 

Paper, 
electronic • 

13-32 Material Safety Data S h e e t s or Safety 
Data S h e e t s (SOS) (retained and u s e d for 
H a z C o m m program, orientation and 
training) 

Permanent 
record 

Paper, 
electronic • 

13-33 Permits: Parade, Vending, Event , Spec ia l 
U s e (retained/used for general office 
documentat ion) 

Until obsolete Paper, 
e lectronic • 

13-34 Pest ic ide Application R e c o r d s 
(retained/used a s documentat ion of 
chemica l application for staff and Ohio 
Dept. of Agriculture) 

A s required by 
law 

Paper, 
electronic • 

13-35 Photographs a n d other Digital Images of 
Departmental Activit ies, Faci l i t ies a n d 
U s e r s (retained/used a s general office 
documentat ion) 

Until obsole te 
or of no 
admlnlstratfva 
value 

Electronic 

X 
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OHIO O h i o H i s t o r i c a l S o c i e t y Paqc,^ gf 7 
• ' state Archive* of Ohio 

Local Government Records Program 

aOOE. IT^Avmnum 
ColumbuM, Ohio 43211-2497 

Sect ion E : R e c o r d s Retention Schedu le 

City of Bowling Green Department of Parks and Recreation 
(Local govommert enttty) (Unit) 

(1) 
S c h e d u l e 
Number 

(2) 
Record Title and Descript ion 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For u s e by 
Auditor of 

State or 
O H S - L G R P 

(6) 
R C - 3 

Requi red 
by OHS-

LGRP 
13-36 P layground Inspect ions R e c o r d s 

(retained/used a s documentat ion for 
staff and liability concerns ) 

3 years Paper, 
electronic • 

13-37 Po l ic ies and Standard Operating 
P r o c e d u r e s for the Department 
(retained/used for general office 
documentat ion) 

Until obsolete 
or s u p e r s e d e d 

Paper, 
electronic • 

13-38 Pool Water Quality Reports 
(retained/used a s documentation for 
Health Dept and for general office 
documentat ion) 

2 years Paper , 
electronic • 

13-39 Progrmn Planning Documentat ion, 
Post -event Evaluat ions and Reports 
( r a i n e d / u s e d a s general office 
documentat ion and program planning) 

Until of no 
administrative 
value 

Paper, 
e lectronic • 

13-40 Program Curr iculum, Hand-outs and 
Handbooks (retained/used a s general 
program planning and execution 
material) 

Until obsolete 
or s u p e r s e d e d 

Paper, 
electronic • 

13-41 Program Gu ides , F lyers , B r o c h u r e s 
(retained/used a s general ofTice 
documentat ion) 

Until of no 
administrative 
value 

Paper, 
e lectronic • 

13-42 R e c o r d s Retention Schedu le for the 
Department (retained/used for 
managing office records) 

Permanent 
record 

Paper, 
electronic • 

12-43 Reference / Library Materials 
(retained/used a s general off ice 
documentat ion) 

Until of no 
administrative 
value or 
s u p e r s e d e d 

Paper, 
electronic • 

13-44 R u l e s and Ord inances (that govern 
department operat ions) 

Until obsolete 
or s u p e r s e d e d 

Paper, 
electronic • 

13-45 Safety Training R e c o r d s , E m e r g e n c y 
Act ion P l a n s , J o b Hazard A n a l y s i s , 
Safety-related Educat ional Materials 

Until of no 
administrative 
value 

Paper, 
electronic • 

13-46 S c r a p b o o k s Document ing Department 
History In the Print Media 

Permanent 
Record 

Paper, 
e lectronic 

X 

13-47 S e a s o n a l and Temporary Staff 
Paperwork, Personnel R e c o r d s , 
B a c k g r o u n d C h e c k s , Driving Record 
C h e c k s (duplicates of info kept by 
P e r s o n n e l and temp agency ) 

Until of no 
administrative 
va lue 

Paper, 
electronic • 

S A 0 / L G R P - R C 2 - ( l n s t . ) Revised 6.27.2017 



OHIO 
H I S T 6 It T 

O h i o H i s t o r i c a l S o c i e t y 
State Archives of Ohio 
Local Govemment Records Program 

800 E 17^ Avenue 
Columbus, Ohio 43211-2497 

Parks & ftecreation 
City of Bowling Green 

(1) 
S c h e d u l e 
Number 

(2) 
Record Title and Descr ipt ion 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For u s e by 
Auditor of 

State or 
D H S - L G R P 

(6) 
R C - 3 

Requi red 
by OHS-

L G R P 
12-48 S i m p s o n Garden Park Garden P l a n s , 

Plant L i s t s , Label L is ts , D iagrams, 
Maps and Photos (retained/used for 
general garden documentation 

Until of no 
administrative 
value 

Paper, 
electronic X 

ONLY 
PLANS. 
MAPS & 
PHOTOS 

12-49 Skatapark Inspection Rec:ords 
(retained/used a s documentation for 
staff and liability c o n c e r n s ) 

2 years Paper, 
electronic n 

12-50 S o c c e r Goa l and Field Inspect ion 
R e c o r d s (retained/used a s 
documentat ion for staff a n d liability 
c o n c e r n s ) 

2 y e a r s Paper, 
electronic • 

12-51 S p o n s o r agreements, s p o n s o r letters 
and documentat ion (retained/used for 
general office documentation and for 
a c c o u n t s receivable invoices) 

2 years Paper, 
electronic • 

12-52 Staff Meeting Minutes (retained/used 
for general office documentat ion) 

Until of no 
administrative 
value 

Paper, 
electronic • 

12-53 Staff Training and Orientation 
Materials, Staff Work P l a n s and 
Per formance Appra isa ls (ratalned/used 
a s general office documentat ion-
dupl icates of information In Personne l 
Dept.) 

Until of no 
administrat ive 
value 

Paper, 
electronic 

• 
12-54 T e a m Roste rs , S c o r e s , general 

documentat ion for s e a s o n 
(retained/used for general office 
documentat ion) 

Until of no 
administrative 
value 

Paper, 
electronic • 

12-55 T h a n k you notes (retained/used to 
inform Park Board and staff) 

Until of no 
administrat ive 
value 

Paper, 
e lectronic • 

12-56 V o i c e Mall MessagesH'e iephone L o g 
(to document phone m e s s a g e s 
received and response time, used a s 
general office documentation) 

Until of no 
administrative 
value 

Paper, 
electronic • 

12-67 Volunteers , Pract lcum's , Intern 
Documentat ion, Application and 
Information forms, communicat ion 
p i e c e s , record of volunteer hours 
(retained/used a s general office 
documentat ion) 

Until of no 
administrat ive 
va lue 

Paper, 
e lectronic 

• 
12-58 Waiver/Liabil i ty R e l e a s e F o r m s 

(retained/used a s documentat ion for 
staff and liability purposes ) 

1 year Paper, 
electronic • 

12-59 Year ly G o a l s and Activit ies, Y e a r E n d 
Repor ts for Department (duplicated in 
other departments, retained/used for 
general office documentat ion) 

Until of no 
administrat ive 
v ^ u e 

Paper , 
electronic • 

S A O / L G R P - R C 2 - ( l n s t . ) Revised 6.27.2017 



O h i o Histor ica l S o c i e t y 

Parks & Recreation 
a ty of Bowiiag Green 

Efflsil la a Ibrnwr on which recofda are sent, recerved andAr drafted using aleutrunic mafllog syetems. Email Is NOT a 
reoord series. Instead, esoh fr>d>vTirfua/e-maS should be evshjated according to as oonterrt erxl retained In accordance 
wtlh the reoord aeries adopted within this schedule that the oonlent most doeeiy fits. (Bnai ahoufd be mimined 
eleelronlQePy rather than on paper M oonvar^on to paper may cause toas of el»cPoriiba«y attached matadaia that la 
Important to the authanttdty of the record.) 
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