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RECORDS RETENTION SCHEDULE (RC-2}- Part 1 
S&e lnstrucXfona bsforfJ completing this form. Must be submitted wfth PART 2 · 

8ec:tlon A; Local Government Unit (To complete thla fonn onu,., u.. .,.,.. key fD Jump hm box to bc»t.) 

C!tv of Bowling Green Public WortJIEng!needoo 
(unit) 

BrtaoCraft fut!llc Worts• Ot!!Ctpr 12/14/2016 
(name) (title) {date) 

Section B: Recont. Comml11lon 

Bov.11ng Green Bgcqrda Commllioo (419>354-§227 
(telephone number) 

304 North Church Street Bowling Groen 434()2 Wood 
(addresa) (city) (zip code) (county) 

T~ve this form relumed to the Recorda Commission efeclrnnlcelly, Include an email address: 
btt_Vd £ ~ohm· 05 

I hereby certify that our record• oommllllon met'ln an open rneelqj, as required by Section 121.22 ORC,awld approved the IChedu!es 
11118d on thl8 form and any cxdnuatlon ahaMB. I further certify that our commission wll make fN8ry etrort to prevent theee records 
..,.. from bel'lJ destroyed, transferred, or otherwise dlapoled dIn violation of tne.e echedua and that oo I'8COid will be krlcJwlrVy 
ciii)088d of v.ttlch Plf1U\I to any pending legal Cllll, clam, action or request ,. action 11 reftected In the mlnu181 kept by 1t111 
commlulon. 

~h~ (Z-15-1~ 
Records Commlsalon Chair Signature Date 

/ -17 -! l 
Signature Date 

Pie ... Note: The State Archlvu r.tal,. RC-2 forma pennenentJy. 
It Ia s1ronGIY recommfHlCied thflt the Record• Commiulon ret•n • penn•nent coov of fhi• lonn 
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RECORDS RETENTION SCHEDULE (RC·2) - Part 2 
a.atlon E: R8cord8 Rlt8ntlon lchedul• 

City of Bowling Green Public Works/Engineering 
(d) 

(1) (2) (3) (4) (I) ~ Schedule R8cord ,..... and o.crtptlon Retention P«tod Med'- For.,..by 
NumiMir Type Auditor of Required ...,.or ~~roe. 

OH8- LCJIItP 
LGRP 

17-1 Atlrtaf Photogllilphl Untlllnt'onndon • ,.,., 
g/ (uaed by staff/public In buDding and .uperaeded, obllo..._, or !e.ctronlc 

reconatruotlon projects) lwpllll:ecl, then .,.,... .. for 
(~I) hletortcll v.lue 

17.Z Annual De~rtment Budget sv ... P.,.rt 
(uMd for comparlaonladjustmenta E~lc 0 
from year to year) 

17..3 Annual Dap.tmental Report Perm ...... t ,...., 
~ (ul8d to meet federau.tate E*=tronlc 

requhmenbs) 
17-4 Bid Bondi-Succeaaful Bidder R..,n untJJacc.ptana. of ,..,., 

(uted to meet federallatata proJect performance bond 0 
requirements) Comr.ct.lng Authority 

17-& Bid Bond&-Uneuoceaaful Bidder R.tum altar Proj.at ,..,., 
(ueed to meet federallttate AwardMI Contracting 0 
requlremenla) Authority 

17-1 Blcfa..Suc:tasful 111 y..,. lifter compi.Uon Pltpert 
(used by ataff and contractOI"B for of projec» Contracting Electronic 0 
c:unent and future bids) Authority 

17·7 Blde-UnaucceaefU 2Y..,..~by Pap4lrl 
(ueed by staff and contractors for Contracting Authorthe Electronic 0 
current and future bids) 

17-8 Blank Forma Until obua.t. or Paperf . 
(uaed by ataff for various City au.,....MIMI Electronic 0 
documentation) 

. 
17-8 Btueprtnts\Velluma Until updllled, aupeNeded Paperl 

(uted by staff/public In building and or obeolete, IIPPraiM for Electronic D 
reconatruction projecta) hletorfcal wlue 

17-10 Change Order& p-.Jn Project file Paper# ... 
(used by atatf and contractora to El.atronlc o .· · 
properly complete projecta) 

. 
17-11 Cly F'ropertiea FUe Pennuent Paper : ~ (uaed to meet federal/state 

! 

requlremenll) .. 1 - • • 

17·12 ConlractDrs' PrevaHlng Wage Syura Paper/ ·- .. 
Recordl(to g'*'lnbla Illata rnancl8tM Electronic . . 0 . . 
.... being to~ on cay profeatil) . .. .. : 

SAOILGRP-RC2-{Inst.) Revised September 2011 
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INSTRUCTIONI--RC-2 

RECORDS RETENTION SCHEDULE (RC-2) - Part 2 

a.aaon E: Recordtl RantJon SoMdul• 

City of Bowling Green Public Worb/Englneertng 
(unl) 

(1) (2) (3) (A) (I) .:a Schedule ReGard Title Md o.crtpllon IW8ntlon Period ...... PorUM by 
N .... ber Type Auditor of Required ..... ~ OHS. 

. I.GRP 
17-13 Compliance Reporm All.,_, I,_,. P..,.rt 

(vertl'lcdon ~mandates bel~ ElectronJo · o 
followad) 

17·1· Conlulatlon Propoaala Untlna longer ,..., 
(ueed by statf-compMaon on lldmlrM'..,valy necsnAJY Eleotronlo 0 d.,.. ) 

1?·11 ContlrUng Education PI-In PerHnnel Fllee ,..., 
Cer11k81ona\Ciaeaee\Semlrwa\ Electronic 0 
TralrQ- Attandance records 

17-18 Conlraclll & Agreemanta 11 ~lifter apl.-lon or ,......, 
(used to meet feden!Vatate tennlnllllon Electronic 0 
reqlftlnenla) 

1?·17 Co~ medii u .. ...,._ble reaorde ~ (to dacumentnnform staff & ptjHic) ....t• l'tlfllntlon period 0 

17-18 Correlpondence ,..,., 
Routine fum lettera ,,... Electronic 0 
Genll'lll(doa.lmentation rJ 2~ 
lulefiiCIIon wl other staff & JJUblc) 

17-11 DayBook ,,... Pllperl 
(docunenbllntpedm dtllly Electronic 0 
lm.radlon with ouWlde oontraatort 
on CIYproJecta) 

. 
17·20 Drawtnga. Tracings. Myllrs Until updllbld, aupeJMCied Pllperl 

~ (uaed by ndflpubllo In bul- and Orabec*te, eppndH for Electronic 
rec:awtuction projecla) Hletorlcal value l ~-\l)('la l) 

17-21 Equipment Maintenance Records Ltr. of llw equtpment ........, 
(ueedbyltd) !lectronlc D 

17-22 Equipment~ uee Untl equipment returned Pllpert ,. . ' 
lteml (e.g. tools. weapon~, clothing, by em.-.- Electronic 0 . •.· 

-... . 
etc. .•• ) (..ad by ltllff(aupervllory) 

.-. : ... 
17-23 EXJ*• Recorde 

,,_,.. ,.,.,. · .. - o .:. (o11Jnllln Finance Dept) 
.. 

17..U FleldNm. Pemwwlt ......, ... . · '>·:'~:~ . : · ~ 
(uud by 8td to vertfy lrlorm8llon on Eleotronlo . . ~ .. "": . .. • • • ·~ • ·,. 0 . ' 
dally ... b-elly proJects) 

, .. . ··:' .. .. . -. · .. .. . ... 

Form:FP-RC2 (part 1), Revised September 2011 
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INSTRUCTIONB-RC-2 

RECORDS RETENTION SCHEDULE (RC-2) _ ~WiJI~d means: the years 
encompassed by the records 

lecllon E: Record• Rant~on lchedute have been audited by the 
City of Bowling Green Public Worka/Englnellta4itor of State and the 

(1) (2) (3) 
Schedule Reoord Title and O.Orfptlon ~llllon Pwtod 
NUIIIMr 

17..U General orderl, dlrectivel, pollclee, Unllle...,......, rwlllln ane 
rulee, reguUdlona or procedure~ caprunlll ....... 

\pnmue guidance for atatr) 
17·28 Grant Fllee\RKord&- I ,_.a after completion, 

Federal & Stat& pro'lldad .udltlld 
(to meet state rwqunmenta) 

17-27 Invitation to Bid z,... 
(U88d by ltd • •••a brlrll.n 
projecta) 

17-21 l.lcenlea\Permlta 1 ,...llftar uplnllon 
(ueed by l1afr .. 1"8fentnoe) 

17-28 Mel: UI'MIOI!cltld Mall (e.g. Untl no longer 
anonymoua'lelanderoue letters, •mlnletrlllfvely nec••ary 
groundleN oomplalnta, aatee 
mlllariala, transitory mea~~gee, 
lnfonnaUonal brochtnt, Me.) 
{.-.d bv lbd'rfor ~ dOIIIIIIOIIIf 

17-30 Mel: Polbll Recorda (e.g. 2 yeara 
Regletered\Certfl'lanaured reoelpta 
or logs) (ueed by lblf'fto docunent 
lllami.Mtl 

1741 Electronic Mall (CHMI) ~n IIGGOI'dlng to 
(ueed by 118ft' b oontlnt. ... 
conmunlcdonllnformelonlll purpollt) eo. -

17-32 Mape ' 8lueprintB Permanent 
(used for build~ or IWCCit'1ltructi) 

17..J3 Orclnence~ (Copl•) Untl auperaecled, ~ 
(lnfonna11oMJ to aid and public) orNPe.c.d. 

17-M Project Flea (conlnlcta, 11 ~...., compa.tJon of 
apedflc8tlona, change arden!, project 

""""''-"' reporta etc .. . ) 
17-35 Project lnapectlon Recorda Include In the project til• 

(to meet federallltata requlrementa) 

17~1 Receipt Book 4 yMN provlcled audltad 
(auggeatad retention-State) 

Form:FP-RC2 (part 1 ), Revised September 2011 

et:tEtit Fefiert l=las been 
released pursuant to 
~. ·- 44"7 .,t;: n. 0 (" 

(4) - , .. '(Sf (_I)_ 
Media Far .. .., RC-3 
Type Auditor of Required ...... by C.. 

OHS- LGRP 
LGRP 

Pllped 
l!lectronlc 0 ,...., 
Electlanlc D 
Paperf 
EleotradG 0 

Paperf 
EIM!tlvnlo 0 ....,., 
Electronlo 0 

Paperl 
electlonlc D 

Pllf*( 
Electrunlc 0 
Paper/ 
Electronic 

. ~ 
....,..., 
Electronic D .. 
Pllperf . 
l!lectronlc . 0 

-......, 
: 

Eleatnwt!G 0 ·' 
' -. . . ,...., . -; . ,, 

' Eleatranlc . . . . . . '··· 0 ... . ,. ., ., .. . . ...·· I 
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INSTRUCTIONS-RC-2 

RECORDS RETENTION SCHEDULE (RC·2) - Part 2 
Seatlon E: Reaorcla R8IMtlon Sohedule 

City of Bowling Green Public Worke/Englneerlng 
(unit) 

(1) (2) (3) (4) (li) (e) 
lahedule ~T~e~D~~~n RMnion Period lied Ill For ... a., RC4 
Number Type Auditor of ......... .._or llrottl-

OMS- . LMP 
LGRP 

'17..37 Raoarda Ratentlon Documenla PenMMnt ...,..., 
RC1, RC2. RC3 
(UMd trJ meet fad .. l/1111te 

Electronic D · 
............ ants) 

17-38 Requllllon a,... Pllperl 
(UHd by lld·lnfarmadonal-wrtfy !lealronlc 0 
prior pwdwle rwqueeta) 

17-M ReleanlhF .. 7,... ~ 
(u88d by ata1'f/publlc for bulking and El.atronlc D 
reconetrucllon projecta) 

17-40 Sanlaty Sewer Recorda ~ ....,. 
~ (Uied fD meet fede...V.tat. !-.ctronlc 

requrr.nenta) 
17-41 8ewlr Tedng Record .,..,. =nlc (UNCI by et.ff/publlc for buldlng and D 

reoorwtruallon projeda) 
17-42 Statldcllf Report 5 ,..., ....., ...,..,.. .. for Paper# 

(uHd by atsff In the devaopment d hletorlclll value Electronic D 
future projactB) 

17-43 Street~ pennlt ,,..,. Paperf 
(uaed by atd .. ,.r.noe) EIICitronlc . . o : 

17-44 T111tftc l1udy file UnHieupenNded,upd~ P..,.rl 
~ (used by atatfltraftlc or~. IIPPraiH for Electronic 

commt.lonlcontractora- hllltoriCiil nlu• (\(~\b(ku\) 
I. ,.,;,I) 

17-4& Test Bortng Record Penn...m Pllperf 
·m/ (uaed 1D meet federallltate !leatnMtlc ' 

~rnenll) 
u..ce 0emo111on Pennlta Pet1n811Md p..,_, 

(UHd to meet federallatale Eleatronlc rn( · : I ! 

~-) .. ... ·. .. 
17-47 Burial Permit Perm..-..nt Peperf ; 

= ·· ~.:, ' Eleatronlc ' .. ' . -· .. .. .. . . , .. . . 
17-41 Deed Bookl PennMint ...... rf . : 0 •• • : 

: : ~ ·' .. . , .'• 

l!leotronlo • r. ,, ... • ;·· · .. .··· . . . . . .. . : · ·.,-:· , .. ~ \ .. . 
: : ., .. .. \ · ... ,, . ... .. 

Fonn:FP-RC2 (part 1), Reviled September 2011 
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INSTRUCTIONS-RC-2 

RECORDS RETENTION SCHEDULE (RC-2) - Part 2 
hatlon E: RHorda Ret.ntlon ScMdule 

City of Bowling Green 

(1) (2) 
Schedule ~ T1Ue and DMcrtptJon 
Number 

17-41 Cemetery Pl.t Maps 

17 .. R8con:t of Cemelary P.lot Sales 

17~1 Reglatar of lntannentt 

17-12 Cemetery Rulea & R8gulatlont1 

17-53 Demolition Applicationa/Pennlls 

Fonn:FP-RC2 (part 1 ), Revlaed September 2011 

Public Works/Engineering 
(Wilt) 

(3) (4) For~by Rlitentlon Period ....... 
Type Aucllllor of 

8tlll8or 
OHS-
LGRP 

PenMnent hperl 
Electronic 

Permanent Paped 
Eleatranlc 

Permanent Paper# 
Electronic 

PennMent ......, 
Eleclranlc 

Permanent Paper/ 
Elaatronlc 

. 
.. 

. . 
•r.:. l • . .. 

(I) 
Rc.3 

R8qulred 
lrJOHI-.... 
~ 

0 

~ 

~ 

~ 

0 

0 

0 . 

0 

0 ' .. 

0 
. . 

' • .0 -. .-·. 
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Ohio Historical Society 
State Archives of Ohio 
Local Government Records Program 

800E.17"' Avenue 
Columbus, Ohio 43211·2497 

Section A: Local Government Unit 

Page __ of __ 

• Include the name of the municipality, county, township, school, library, or special taxing district (local government entity) for which 
the form Is being submitted. 

• Include the unit (department, agency, office), if applicable. 
• The departmental official directly responsible for the records must sign and date the form. 

Section B: Records Commission 

• Complete the phone number and mailing address for the Records Commission, Including the county. 
• To have this form returned to the Records Commission electronically, Include an email address. It Is the responsibility of the 

Records Commission to forward an electronic or paper copy of the approved form to the appropriate department. 
• The Records Commission Chairperson must sign the certification statement before it can be reviewed and signed at the Ohio 

Historical Society by the Local Government Records representative, and approved by the Auditor of Slate's Office. 

Section C: Ohio Historical Society- State Archives 

• The reviewing agent from Ohio Historical Society Local Government Records Program (OHS-LGRP) will Indicate on your RC-2 
which records series will require a Certificate of Records Disposal (RC-3) prior to disposal. 

• They will sign the form and forward It to the Auditor of State's Office. 

Section D: Auditor of State 

• The approving agent at the Auditor of State's office will sign the form and return it to the OHS-LGRP. 

Section E: Records Retention Schedule 

1) Schedule numbers can be expressed by a year and Item numbering scheme for each records series being scheduled, for 
example, 09-1 and 09-2. Another option Is to Include a unique abbreviated Identifier for each office, for example, Eng. 
[Engineer] 1, Eng. 2, etc. The numbering schema Is your choice, and It will be used later on your Certificate of Records 
Disposal (RC-3). 

2) Include the title of the records series and a brief description of each series. Please provide Information about the content and 
use of the records series. 

3) Articulate a retention period for the record In terms of time (exp. six years), an action (exp. untfl audited), or both (six years after 
audit). 

4) Include the formats of the record (paper, electronic, microfilm, etc.) 
5) For use by the Auditor of State or the OHS-LGRP. OHS-LGRP will mark the records series that will need an RC-3 prior to 

disposal. 

GENERAL INSTRUCTIONS: 

For questions related to records scheduling and disposition, OHS-LGRP: (614) 297-2553 or at localrecs@ohfohlstory.org 

After completing sections A and E, submit the form to your records commission so It can be approved In an open meeting 
pursuant to Section 121.22 ORC. See Ohio Revised Code Section 149.36 (counties), 149.39 (municipalities), 149.41 (school 
districts), 149.411 (libraries), 149.412 (special taxing districts) and 149.42 (townships) for the composition of your records 
commission. Your records commission completes section, Band sends the form to OHS-LGRP at: 

Jocalrecs@ohfohlstorv.om OR The Ohio Historical Society 
State Archives of Ohio 
Local Government Records Archivist 
800 E. 17111 Avenue 
Columbus, OH 43211-2497 

The OHS-LGRP will review this RC-2 and forward It to the Auditor of State's Records Officer, Columbus. 

This RC·2 is In effect when all signatures have been affixed to ft. OHS-LGRP will return a copy of the approved form to the 
Records Commission. The local f9cords commission and the originating office should f9tain permanent copies of the form to 
document legal disposal of public f9cords. 

Remember, at least15 Business days before you Intend to dispose of records, submit a Certificate of Records Disposal (RC-3) to 
the OHS-LGRP. Copies of RC-3s will not be returned. 

SAO/LGRP-RC2-(Inst.) Revised August 2016 
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