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{Signature ofResponsible offcial)                                            OVame)

SectloD B: Rceord8 Commls8jon
Bowling Green Records Commission
Records Commission                                                      (419) 354{202

304 North Chorch Street                                             Bowling Green 43402

CrelaphoneNumber)

Wood

(Address)

TD have thj§ form rctumed to

(City)                                               (Zip Code)

the Records Commission electronically, include an enail address;

I bcnel]y ccrdfy that our records corvrmission mat jn an open meeting, as

(Ccunty)

required by Section 12l.22 0RC, and approved the Schedules listed on this
fin and any 6ontinuton sheets.  I furditF certify tut our coTrm8gion will mike evtry effort to prevent these reeordB genes from being destroyed,
transfened, or othgrwi§e dispceed of in yiolation ofthese schedules and that no record will be knowingly dispi)sod ofwhich perfuin8 to any pending
Tged:i;E;:::::ff:;::::;:::::;:i;;;I;;;:;;::Gct£Aintw_RrJJ"A"f;;:f;Ito:asCN©L:SSNan

Records Commission Chair Sigrafure                                       Date

Se¬don C: OIilo Hlstory Counectloti -Sthte Archives

z=:I   /r
Sigmture ",77-I-             Tit,e'/

F¥-£xp�4~ rfrt-=frock MJ±__ _.           8=Z"   _
Sigmture                                                                                           Title

Please Note:   The State Archives refeha RC-2 Jiorms perrmancatl:J+ It is strongly racanimended that the Records Coumission ranin a permanent
copy oftltisf;oirm
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Section  E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2
See i"]tructtors bofiore completing thisform.
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(Loed Government Endty)                                                                                                          (Unit)

(I) (2) (3) (4) (5) (6)

Schedule Record Title and Description Retention Media Type For use by RC_3

Number I'eriod Auditor ofStateorLGRE RequiredbyLGRP   I

GRA-1 IJJan & Security Agreements, Mortgages, Upon Paper, IPromissoryNotes & Any other Supporting expiation, Electronic         i
IJoan Documents (function: to secure provided no
collateral in IIousing Program loans; used to uresolved
meet federal, state grant requirements; high issues
inportance)

GRA-2 Policies and Procedures Manuals (function: to Once amended, Paper, Iguide staffand ensure regulatory coaphiance, fouow grant- Electronic
used to meet state, federal grant requirements; specific
high inporfance) dispositionschechule

GRA-3 Moritoring Reports provided byfuiding Until replaced Paper, Isources (e.g. ODOT, HUD), function to by subsequent Electronic

document perfomance; used to guide grautee monitoring
in future performance matters/meet report or inthe
federal/state mandates; high importance event offinalgrantclose-outfouowgrant-apecificdiaposttionridelines

GRA4 Electronic mail (emai1*) may be related to Ifgrant rehted, Elecrfuc Igrant funding matters, City issues or follow apecifec
unsolicited; (function: infor"tion; used by grant guidance.
staff importance ranges from high to low- Ifnot follow
based upon content)MailingHsts;(function: generated for the Cjtywide RCL2.

GRA-S Until updatedJ Paper, Ipurpose ofinplementing grant-funded superseded or Electronic

programming, mostgenerally used for obsolete
mailing ofSurveys or mass program
marketing; used to ensure federal grant
complinice; moderate importance)

GRA-6 Press/News/Releases; (function: to infom Ifgrant related, Paper,

I

IpubHc about grmt-relatedprocedures or fc)l]ow specific Electronic

programming; used to meet federd grant `,\,,`,,,.=,.  ````\,.`,,``.`.

requirements; high imporfunce) Ifnot, followCitywideRC>2..

GRA-7 I  Ccneapondencc+ Grant-related (Function: to
Fonow gmt- Papcr'

ii` II  document intemctions with staff, peers, apecific Elcx;tropic

finders, public, as related to grant matters and guidance
for general information;  rmy be used to meet
state/fedcra] grant requirements, pubfic -
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Section  E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2
See in3tructlorw] bofbre corapletirig (his i;om.

(IJ]ed Goverrm]ent Ehtify)                                                                                                       (tnt)

(1) (2) (3) (4) (S) (6)
Schedule Record Title and Description Retention Media Type For ufe by RC-3
Number Period Auditor ofStateorLGRI, RequiredbyI.GIxp

depending on content; high importance)

GRA-8 Copies (related to Grants) - All media; Fouow grant- Papcr' Ivarious functions-generallyto document, apecific Electoulc
informational; used by staff, publicrdepending guidance
upon content; inportance varies according to
content, function to doc`ment/inform,
inporiance vines according to content and
record series (hif=h to low inxportance)

GRA-9 CommuultyDevelapmcut Block Grant 4 years Paper, I(CDBG) Grant  Files (including Annual following the Electronic
Plans/grant apI]hicatious, general date a apcoific
correspondence, grant agreements, repoI1§, grant's CAPER
award letters, plan and/orrepch approval (fiml report)
letters, fiml reports (including CAPER)); was submitted;
(used tci fulfill fedeml grant requirements; provided audit
function: to document terns ofgrant and and litigation
guide staff; used to administer federally not in progress
funded CDBG grant: hich ilxportance)

GRA.I0 CDBG Activity Specific Records earring 4 yens Paper, Ipaperwedc related loans & collateral) - following the Electronic
Includes oftizens' applications for assistance, CAPER
inapections, approval and disapproval letters submission
to applieants and all project-related file where
contents, Davis Bacon records, environment completion of
reviews, draws, invoiees; (fiinction: to the spcoific
docuncflt how CDBG funds were apent, activity was
displayoutcomes; used in iniplenentation of reported,
federally-funded CDBG gmnt; high provided audit
inportance) md litigationnotinProgress

CRA-ll IDIS ActivityReports (function: generated Until no Paper, Ifrom PIS for pulpose ofongoing program adlninistratiye Eleetonic
monitoring intemally;used in conjunction w/ value
federally-funded CDBG grant
ixplement8tion, low importance)

GRA-12
., Business Revolving Loan F`md Files ®alring 4 years Paper'

I   Ipaperwork related loans & collatemlusEE following the Electronic
GRA-1) -includes conespondence, credit CAPER
reports, envirormental reviews, award and/or subri§sion
djsapprova] letters, job creation papervc)rk, ".hcTC

loan applications, eta. (function= docLmcnt completion of
RLF loan awards made for the purpose ofjob the specific
creation; used to meet federally-funded activfty was

(CDBG) gmnt requirements; hick importance)I rqurtedyprovided audit

SAO-fl,GRP-RC-2 (Part 1  & 2), Revised January 2017
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See instructic]us boforez cowl)leting this form.
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qJ"al Govcmmeiit Entity)                                                                                                             qunit)

(1) (2) (3) (4) (5) lfy            i
Schedule Record Title and De8erlption Retention Media Type For ti8e by RC-3
Number Period Auditor ofStateorLCrm RequiredbyLGRT

and litigationnotinprogress

GRA-13
Fair Housing records to include 4 years Paper'

I

Icorrespondence, completed complaint forms, following the Electronic
marketing/education documentndon, Fair CAPER
Housing Action Plans, Analysis of subndssion
Impediments to FairHousing where
Choice/Affirmatively Furthering Fair Housing coxpletion of
documents, etc.; provided audit and litigation the specific
not in progress (function: fo affirmatively activity was
fuJther fair housing, used to fulfill federal reported

(CDBG) requirements; high ixportzinc,e)

GRA-14
CDBG Five-Year Consolidated Plan and 4 years Paper, Lidi.fed mean "'yt:Hpeeacriec'bytheandtheSupporting Documents (finction: the 5-year following the Electroric     eh
plan for how CDBG funding is utilized; used coxpletion of icompassec!
to fulfill federally-fiinded (CDBG) grant the find grant ve been aucl
mandates; highinportance) year in the 5-yearperiod; A ditor ofSeat

provided ndit a djt report ha been
and litigationnotinoroFpess re®^ ased pursu nt to

GRA-15 Community Development Block-Rcoovery 4 years after Paper,
'  .I,.{Ou.f{C.  I

Grant (CDBG-R) Grant  Files (including grant execution date Electronic
appHcation, genenl correspondence, grant on closeout
agreements, all federal reports, closcout agreenent;
papers, project ffles; (used to fulffll federal provided audit
grant requirements; function: to document and litigation
tcms ofgrant and guide staff, used to not inprogress
administer fedcrmlly funded CDBG-R grant;
hich inportrmcc)

GRA-16 Neighbohood StabilizationI'rogram Grant 4 years after Paper, IRecords (fiscal draws, conespondence, Sub- date offro1 Enectronic

reofpieut Agreonents, etc.) (used to meet close out letter

(federally-funded grantrequirements, various issued by State;
functions to include guidance, doc\mentation, provided audit
fiscal authorization, etc� high inportance) and litigrtionnotinprogress

ou-17I Housing Revolving Loan Fund records 4 years after Paper'

I

Ia>aning paperwork related loans & collateral) expiration of Electronic
- includes comspondence, fiscal records, RE
Housing Revolving Loan Admiristra(ion agreement;
agreements, citizens' aI)plicatious for provided audit
assistance` fiscal reports, activity sT>ecific and litifration
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Section  E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2
See inst"ctious bofiore corxpleting thisform.

qJ)col Govcmment Endty)                                                                                                               (Uinit)

(1) (2) (3) (4) (5) (6)
Schedule Record Title and De8criI)tion Retention Media Type For uJ,e by RC-3
Number     . Period Auditor ofStateoI.IjGRP RequiredbyIJGRI,

records (environmental reviews, invc>ices, not in progress
etc.) (function: to authorize, monitor progress;
guide and doounent; used to meet federally-
funded (CHIP grant i8sned by the ohio
Department ofDevelopment) grant
requirements; high importance)

GRA-18 Ohio Department ofTransportation Grant 3 years Paper, IFiles -includes grant applications, genenl following Electronic

correspondence, general fiscal records, grant submission of
agreelnents, find and any other reports, plans, the grant ycar's
analyses, invoices, third-party contracts, find invoice
procurement, etc. (fimedon: to anthorizej and operating

guide and docuncnt; used to meetiedcrally reports;
froded ODOT/FrA grant mandates; high provided audit
i..,`.\```T,.,.` e, and Litigationnotinprogress

GRA-19 B.G, Transit ID Card Records includes Applications Paper, Iapplieatious and sxpporting items to include and supporting E]ectroric
copies ofperson's idendfication (e.g. driver's dcounentation
lieense) and completed physician's forms; kept no less
ftmction to provide eligfole persons with than 4 year
reduced fares; used by strffto meet state following  the

03lderly & Disabled Fare Assistance Grant) CAPB
and federally-funded (CDI3G) grant sul)hission
requirements; high inportance where thecoxpletion oftheactivityreported;providedauditnotinprogress

SAO-thGRP-RC-2 Part 1 & 2), Revised January2017
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(lroca] Govcmment Eritdy)                                                                                                               (Unit)

(1) (2) (3) (4) (5) (6)

ar(

Schedule Record TItle and I)eseriptlon RetentloD Media Type For use by RC-3
Number Period Auditor ofStateorLGRP RequiredbyI-GRI,

GRA-20 US Department ofTransporfution Dnig and 5 years3years Paper,

Audited me

InS:theyAlcohol Records: employee vcrifled positive Electronic
drug or alcohol test results, documentation of
refusals to take required drug or alcohol tests,
covered employee referrals to the substance
abuse professioml, and copies ofannual NIS
repolts submitted to FTA

Previous employer records.

Records related to the collection process and 2 years1year
exployee training, encompass d bythe C(heeeS,

Records ofncgative ding or alcohol test
have beenAuditorofa udjted byateandt

results.(fimction: to satisfy ODOT federal
All provided aucljt report has been

repordnfycomphice standards; used to meet auditnot in released puSee.117.26 Suant to"R.C.
federal grant (ODOT) mandates; high progress
inaportance)

ou-21 B.G. Transit property and equipmcmt 3 years from Paper' Iacquisition/disposition records (fumtion: to dude of Electronic

docu.neatpurchases-includes vehicles, radios, diaposition
office equipment, eta., used to sndsfyboth
federal, state grant requinents; high
inportance)

GRA-22 Ohio IIistorical Preservatiofl officc 4 years after Paper,

IIPrograrmatic Agrecments and annunl expiation Elcotroric
reports; (function: to guide staffand
document activities subject to OHPO
governance, ensure regulatory compliance;
ned to meet federal, sthte grant requirements;
hick importance)OtherStateffederal GrantFiles/Records

GRA-23 5 years Paper I(those not falling into categories noted zibove) provided edit Electronic

(ilicluding grant applicaticin, gencm1       . and litigation
correspondence, glant agreements, all federal notinprogress    /
reports, closeout I)apers, project ffles; (used to
fulfill federal grant requirements; function: to
document tens ofgrant and guide staff; used
to administer other grants: high inportance)

6Eman is a/omal on which records are'sent received and/or drafted using electronic mailing systems. Email is NOT a reo9rd serihstend,eachJ"di.vI.dwaJe-mailshouldbeevaluatedaccordingtoitscontentandretainedinaccordmcewiththerecordgenesadoptedwithinthisschedulethatthecontentmostcloselyfits.¢maI.J5frclw/a6erg(4!.neate/ccfronjca//yral*er(Jianonpaperas-i;nry=s;:;i;o~p=i;-;;;-irirelossofelectronieaHyattachedinelndatathat.LsImportantlotheauthenticityoftherecord.
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