
ffi%
Ohio HistoryComcction
State Archives of Ohio
Local Govcrmrcnt Rccords Program
800 E. l7t Arremre
Cohrobus, Ohto 4?.2l l -247 4
614.2972553
l*calv *. ** !*)<tkt tsh, i frlt zru a\r rl

*rr,u. uli icir iatorv "ai{t /1{l

CHiO I-ii$TCnY Cotiir=Crioil page 1 
"f U

oHlo
HISTORY
e *{sffi **rt#H

FrB 2 i i$;ifj

STATE niijl) i f-:i.j.l.
GOVEfiNivir-, ",'l- '::, 

ji." :: .:S

REcoRDs RETENTION SCHEDULE (RC-2f Part 1
Sec tnstrudions before onplalag this forn- Mtst be athailted with PART 2

Sectlon A rnd Secdon B mult bc fllled out rod rtgued Dy locd goveronrtra beforc tubmhtlo! b tLG Strtc Archtvcr

Scrdon A: Locrl Govtnrmmt Unlt

Cityof BowlingGrcqr Pqsonnel Oepatmat

(Incal Govcrnmat Entity) (Uoit)

BarbEEAFcd PcrsonndDimcbr'{yu^-{*^*A,,rsn* tareDotE

(SigEdure of Resposible Official) (Nme) Chtle) (DetE)

Sccdon B: Rccordr Cmmlglon

Bowling Grcan Rccuds Commirsim

b ORC 119.38 - ORC l19.4l2for Rer,ordt C.annissioa iaformioa

1tv3'4{/2t2

(TelcphocNunber)
304N.ChutthSt. BowliusGrcu"Ohlo .t3{02 - Wmd

(Ad&es$ (City) (zipoode)

To have this form retumod to Sre Rocords Cmrission clcctrronically, includc m ernail addrtss:

,haasiffiffiBf*.€ss

(Cotmty)

I hcrEby catiff that on rccilds cqmnission o€t in an opar meaing as rcquir€d by Sectim 12122 ORC, and approvod thc sc,hedrles li*cd m this
fum ad any contiaudicn sheas. I ftrthcr ccrtify that on cmmigsioa will make wery efftrt to pwant these rccordc ssi€s fiom bcing d€strcy€4
trm*re4 or othmrice disposcd of in violtim of thcse schedulq od 6* oo rlcoord will be }nowingly dispocod of uthicb p<rtains b my p€ttding

leg"l casc, clainl action q rEquest. This actio is rcflccted in &e rinutcs kcpt by tris commission.

U -a-?N_*
Rccmde Commiasion Chair Slgpanro Date

S..do C: Ohlo Hlrtory C.mnec{on - Stete Arttlvec
r I tJ

l]\t,rr,-d,a Ka,"tu* G",rA k*L A-J-,} s lblro
sip"t*;"f Titlc Ddc

Audttor of Strtc

2 Eoor/' /-l-zozo
Situruue Dstc

Pte Nd.: . Thc SErc. Arttra dttt s RC-2 ftnns pennnedy. It b *ongly ruaffi tllr,t iltc Rccrlrdt Clr,l,bsbt t*ll t patilar,
opyoftlbfor

Titto

SAG/ITGRP- RC-2 (Put I &2), Rcvird August 2018



Pase2of l4
Section E: REGORDS RETENTION SCHEDULE (RC-2) - Part 2

fu it st r.tctions before conplaing ilnsfurm.

City of Bowling Green Personnel Director

(Lql Ooncnmet Emity) (t triO

(1)
Schedule
Number

(2)
Record Tltle rnd Dercrlpdon

(3)
Retendon

Perlod

(4)
Mdtr T:rpe

(s)
For urc by
Audltor of

State or
IrcRP

(o
RC{

Rcquired
by

I,GRP

2G0t Federal l-9 Forms & Copies of Social Security

Cards, Drlvers Licenses, passports & any

other ldentificatlon forms, etc. (Retained per

Federal Law)

Paper 3 yea6
after the date
employnent
beglns or 1 year
after
employment
termlnates,
whhhever ls

longer; electronlc
retaln until
printed

Paper/elesuonlc

20{2 Records of Employee Discipllnary 661ie1-

lncludlng internal investigatlons, witness

statements, supporting documentation, etc.

{oes not lnclude letters of terminatlon or

demotlon - (retained to document employee

discipllnary history)

Retent'ron shall

be in accordance
wlth language

applicable in

unlon contEcts
and City polhles;

for terminated
employees 5

yrars Post
termination of
employment;
Electronic
materlals
destroyed once
printed

Paper/electronlc

2GO4 Unlted Way PledBe sheets completed by

employees (Used/retained as general offlce
records)

Pap€r 5 yra6
after the due
date of the
applicable tax
return year for
those pledglng

monies; for those
not pledglng

funds destroy
lmmedlately;
electroolc retaln

until printed

Paper/electronlc

tr

2S{r5 f mployee surveys/ballots for items such as

wellness programs, holiday plannlng benefits

changes, etc. (Used/retained as general office
records)

Paper - 1 year

from date of
survey; retain

electronlc unUl
prlnted

Paper/Eleoonlc

2GO6 S**kgrc*** i*v+rtig*tiuir
rr at r r r a I s.$+ r rnsld o ru fl e e : a t t # I I rt I f f, 'i t $

1'efer *nt* d+cumenint,+n/ r*f*r**+c an*
r*cqrrmendalttsn

PsFfrr rct+in#d *
--r,./ a at:.*air)Lr )r ,

ilnt1i Frlfrted,

Paper/Electronh

SAG./LGRP- RG2 (Part t & 2), Revised Junnry2Ol7

!
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Page 3 ot/,1

Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2
See instructbns b{orc comp leting tltis io*r*

City of Bowling Green Personnel Dlrestor

g-@l OoYcmmeril Edy) (Uni0

(1)
Schedule
Number

a)
Record Tltle and Ilcrcrlpdon

(3)
Retention

Perlod

(4)
Media Tlae

(s)
For ure by
Aurlltor of

State or
LGRP

(o
RC-3

Rcqdrod
by

LGRP

4 at*ff qnlz\1rtr' | * ar-4gr e.in$ *aqLli*r 
": 

a I i 
",.

i-",nr| *I.?i*r r *1*L*4 {{:at$i1ti1, t'li*:di r *t" ai*ra* a*

gt* *t*r: al *{ ! i ** r *,* r d ;1

M7 emph/ee slgned recelpts for pollcies,

identlficatlon cards, parking permits, etc.

(Usd/retalned as general offi ce records)
(This does not include recelpts for lnsurance

materials noted in Sdreduh Number 2().$8)

Paper - Until
pelicy
superseded or
employee
termlnates;
Electronic retain
untll
pdrted(Destroy 5
years after
employment
ends)

Peper/Ehctronlc

aHl8

tr
z0{r9 Letters of appreclatlon; commendatlons;

recognltlon certlflcates; news artlcles; certlflcates

of tralnlq; etc for employees flhis does not

include tralning documentatbn as defined ln 2G

25,2* 8g and ;il 'rs (Used/retained as general

office rccords)

Paper - 5 yeam

post terminatlon
of employmert;
Electronic retain
only untll printed

2G10 Reasonable Accommodatlon Request Form;

Equal Employment Opportunity Data Sheet;

Employee Appllca nt Evaluation Form

{Candidate Assessment Form)

2 years from date
cornpletedr'flled/
submlttcd

P.per/Elestronh

tr
ul-11 Wellness Reim bursement Submissions

related to Sroup lnsttrance with Aetna for
2017 and 2018 and allrelated information

6 years after
relmbursement
made in
December of
2017 and 2018

Papcr/Electronlc

tr

zo-12 1(I)5.C and 1094{ Forms and documents;

and additional suppordng documentatlon

4 yearr aftcr the
date taxes due

Papor/elecrronlc

tr
zt-l3 Letters of appolntment, reclasslff catlon,

promotlon, demotion, termination, change to
waBes, etc. (Used/retalned as general offce
records)

Paper -
Permanent;
Electronlc retaln
until prlnted

Paper/elestronic

wu Employee medical records - pre +mployment and

other medical oominatlons, Workers'

Compensation records, emploYee exposure

records (to chemicals, psychological evaluations;

audlotrams; resplretor aneluatlons; YacclnaAon

Paper - 30 years
post termination
of employmcnt
Electronic untll
prlnted

Paper/Elcctronic

SAG./LGRP- RC-2 (Ptrt 1 &2\, Reviscd Jmuary 2017

_l
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Page4 otl!
Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See ttatructtow b{orc completing thisfon*

CiU of Bowling Green Personnel Director

(terlGwmcatEmtty) (rhi0

(1)
Schedule
Number

(2)
Rocord lltle and Dercrlpflon

(3)
Rctention

Period

(4)
Medie Type

(,
tr'or urc by
Auditor of

State or
I.GRP

(o
RC-3

Required
by

LGRP
records; voluntary use of resplrator forms;
employee Hep B decllnatlon forms; doctot's
releases, FML 380 forms, etc.) etc. - (tloes not
lnclude drug and alcohol testlng records defined
elsewhere ln this schedule.l (Used/retalned as
general offlce recordsl

aF15

tr
aF16 Materials relating to changing

ordinances/benefi ts/wages, etc.
(Used/retained as general office recordsl

Untll no longer of
administrative
value

Paper/electsonic

tr

zo-tl
Employee inJury reports; witness reports;

accident analyses; release forms; and all

related accident materials(Used/retained as

general offl ce records);

Paper - retain
lndlvldual's
employment plus

30 years;

electronlc retain

untll printed

Paper/EtscEonic

tr

20-1t Salary and benefit benchmarks surveys or
other surveys used to develop wage/benefft
plans, etc. for non-bargalning personnel

(Used/retained as general office recordsl

Paper retaln one
year; electronic
Gtaln untll
printed

Paper/Electronic

tr

zt-19 Records of negative or cencelled drug or
alcohol tests for individuals required to
maintain Commercial Drive/s licenses;
(CDLs) (Used/retained per Federal Law); plus

unlon random pull forms

Paper - 1 year;

Electronlc retain
untll printed

Paper/electronic

aFzo Records of posltlve drug and alcohol tests
resultlng in alcohol tests of concentratlons of
0.02 or higher for employees requlred to
maintain valid CDLs (Used/retained per

Federal Law)

5 years paper;

electronic retain

untll printed

Paper/electrcnlc

tr

2{J-.2t Documentation of refusals to take required

alcohoUcontrolled substances tests for those
personnel required to maintain valid

CDLe(Used/retained per Federal Law)

5 years paper;

electronlc retaln
until printed

Paper/electronlc

tr

SAO-/LGRP- RC-2 (Part I &z),Revised January 2017



PaBe s ot 4!
Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

&e lwtrttctions b{ore completing thisfott*

City of Bowling Green Personne! Dlrector

(I-ocal Govcrrunt Ea6y) (Utri0

(1) a)
Rccord Tltle anil DcrcrlpdonSchedule

Number

(3)
Retendon

Perlod

(4)
Mcdh lype

(s)
For urc by
Auditor of

Shte or
I,GRP

(6)
RC-3

Rlqdrd
by

I6RP
2022 Documentation of employee evaluations by

Substance Abuse Professionals (SAP) and

referrals to treatment following positive drug
or alcohol tests (Used/retained used/retained
per Federal Law)

5 years paper;

electronic retaln
untll printed

Paper/elestronic

2l,.2? Copies of Social Security Verification results
(Used/retalned as general office records)

.lnt-ll *e:/,,sn!

a, itli t :it\{ * Li'r e1't

Paper/elecronic

20-24 Prlor employer informatlon regarding
predous drug lalcoholtests for ernployees
who are requlred to maintaln CDts (Prior

employers provide documentation about
predous drug/al cohol tess) (Used/retained
per Federal Law)

3 years p.per;
electronlc untll
prlnted

Paper/elcctronlc

tr

2Gei safety tralnlng documentatlon (attendance

sheets; tests ; test answer sheets; manuals,

tralning materials; etc.) (Used/retained as

general office records)

3 years paper;

electronlc retaln
until printed

P.perlelestronlc

tr

2t,-26 Bonus Vacation records - Records document
a benefit that is no longer utlllzed
( used/raai ned as general offlce records)

8 years Pap€r

m-27 Annual department budget plan request
(Documents budget approved by City

council) (Used/retained as general office
records)

Paper -
permanenU

Elcctronic r€taln
undl printed

Paper/electroric

tr

zo2a '.,,\truiEw nctes; * pp t i g;1 l-t *ne 2'r }i'Jai\ ij4 fr #t fl s,

intcrvie+r ryh*dul*; ttr {l;seei r-rrarned rlj
g,r**r aI *f {i c x r *r.* r rJ*i

2 yearc from date
of selection/hlre
date; electronic
retaln until
printed

hper/electronlc

tr

2rI29 Unsolicited letters/applications/resumes, etc
and responses to these inqulries for jobs
(Used/retained as general office records)

Paper 2 years;

electronic retaln
untll prlnted

Pap€r/Eleclronk

SAO-iL,GRP- RC-2 (Part I &2), Revised Ianuary 2017

tr

[]
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Pase 6 
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l!-
Section E: RECORDS RETENTION SCHEDULE (Rc-2) - Part 2

fu instructlons before amplcttng thtsform.

Cfi of BowllngGreen Personnel Dlrector

(Local Oovermeot Endty) (unr0

(1)
Schedule
Number

(2)
Record Title end Dcccrlpflon

(3)
Rctcndon

Period

t4)
Merlla Type

(t
For uce by
Audltor of

State or
I6RP

(o
RC-3

Required
by

I,GRP
2tL:10 Annual Affirmative Action Plans; Adverse

lmpact Analyses; Affirmative action/EEO
questlonnaires that lob applicants complete;
appllcant logs; Excel spreadsheets of
information; and backup materlals
(Used/retalned as general office records)

Paper 2 years;

Electronlc retaln
until printed

Paper/Electronic

2G31 EEO4 Reports and back-up materials
(Used/retained as general office recordsl

Paper I years;

Electronic retain
until prlnted

Papcr/Elecuonic

tr
2G32 Ohio CMI Ri8hts Commission Affirmatlve

Actlon Progress Reports and backup
materlals flhls report ls no longer required

by the OCRC slnce 20O5.) (Used/retalned as

general office records)

Paper 7 years;

electronic retain
until printed

Papeil
electronlc c

2G33 y;Dilc* {}f ifit*fl't'i*w; n*ti** *f prn-

*-rrpl l,y rcr nl {il r: n drii*nu i t l{* r ) m udi** Il* "uS
,*rt;psrf*h *v*iu*tic*

Llr:liI fi* lnrrger

a*l.i*,i|tret,ts|'l
?* f rr.jf br.i.rrri;L

20-u Copies of employees' pension fund forms

from the Ohlo Pension Funds: Membership

forms; refund forms; retirement forms;
requests for prior service, etc.
(Used/retained as general office records)

Paper
permanen!
electronlc retaln
until printed

Prpe/electronlc

n

2o.35 COBRA Documentation /correspondence for
employees and covered dependents
(Used/retained as general office records)

Pap€r r€tain 6
years after
termlnaUon of
Sroup
medlcaUdental
covefir8e;
electronic retaln
untll prlnted

Paper/electsonlc

2G36 Court Orders - Garnlshments, chlld support,
bankruptry; divorce decrees and suppoft
orders; etc. (Used/retalned asgeneral offlce
records)

Paper 5 years

after
employment
terminates;
electronic retaln
untll printed

Paper/electmnlc

zvt7 Noninjury accident reports and related

documentation (Used/retained as general

office records)

Paper 3O years;

ehctronic retain
untll prlnted

Paper/ehctronlc

SAG/LCIRP- RC-2 (Part | &2), RcviscdJanuary2OtT

l

-l

tr



PaseT of 4
Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See insfiictions belore complaing thttlonn

CEy of Bowllng Green Personnel Director

(Lml Government Edy)

(1)
Schedule
Numbcr

2&39

(UEit)

an38

(2)
Record Title and Dc*rlpdon

(3)
Rctcn6on

Pcrloal

(4)
Medlr Tlae

(s)
For usc by
Auditor of

Stste or
LGRP

(o
RC-3

Rcqulrd
by

I,GRP

Applications for employment, resumes, etc
(Used/retained as general office records)

Paper p€rmanent
if hlred; Paper 2

years lf not hired;

electronic retaln
untll prlnted

Paper/ehctronlc

tr

ClVs Employee Handbook - Origlnal
(Used/retained as general office records)

Pap€r retaln
permanertly;
€lectronlc retain
until printed

Paper/Elecronh

tr
2ll.l0 Completed Employee Performance

Appralsal/Evaluations (Used/retalned as

general office records)

f *Pe:r :+'r.;'r.ai.*
.i ";x;;:*;
^:-e^,",-- -.,1^4: (\-1.| ,)i :- : a ; ,,

trttl;i ,;/it\**

PaperlElearonh

2l,4-1 Employee Performance APPralsal

Program/original forms, lnstructions, etc. -
Various forms created to evaluate employee
performance {This does not lnclude the

emluatlons performed on employees that are

deffned ln Schedule Number 2040.1
(Used/retained as general office records)

Paper retain
permanently;
electronlc retain
until printed

Pap€r/electronlc

M2 Approved Job Descriptions (Used/retained as

general office records)

Paper r€tain
permanently;
electronic retaln
untll printed

Paper/Electronlc

tr
2oL.lil Grcup medlcal/dentaUand life, lnsurance

enrollment forms, plus any voluntary
lnsurance enrollment forms (Used/retaind
as gerrcnl office records)

Retaln peper

copy of current
employees untll
superseded;
retaln papercoP,
of final form(s)
for terminated
emplorlees for 5
years after
termlnation of
employmenU
electronh retaln
until prlnted

Prper/elestronlc

tr

m4 lnsurance Plan Documents for group

medlcaUdenta illtfe insurance correrages plus

Flexlble Spendln3 Plan Documents
(Used/retained as general office records)

Paper retain 10

years after plan

terminstcd or
document
superseded;
electronic retaln
untll prlnted

Pape/electronic

SAG'/LGRP- RC-2 (Part I & 2), Rwiscdlamrary 2017

T

I



Page 8 of d-
Section E: REGORDS RETENTION SCHEDULE (RC-21-PartZ

Se butrttctiow b{ore amplaing tltu fom.

Clty of Bowllng Green Personnel Director

(Local covemuat Etrtity) (Uoo

(1)
Schdule
Number

(2)
Record Title end Dcscrlptlon

(3)
Retmtlon

Perlod

(4)
Medie Tyac

(9
For ure by
Auditor of

Strte or
LGRP

(o
RC.3

Requtred
by

LGRP
2o-45 Grievance materlals and arbitration

documents/records (Used/retalned as

general offlce records)

Paper
parmerunq
ehctron'rc until
prlm€d

Paper/Electronk

tr
2046 Superceded Federal and State W-4s and

Employee Deferred compensation Forms for
457 Plans or theie same furms for employees
who haw termlnated employment
(Used/retalned as general office recordsl

Paper retaih 4
years after due
date of
applicable tax
return; electronic
until prlnted

Paper/ehctronlc

tr

m47 Request for Proposal (RFP)

materials/documentation/correspondence
used to seek proposals (Used/retained as

general office records)

Paper - retain 3

years; electronic
retain until
printed and no

longer of
admlnBtrative
value

Paper/ehctronic

20{8 Employee correspondence: notices to change

addresses, phone numbers, wlthholdlng,
emall addresses, benefkiarles, personal data

updates, etc. (Does not Include actual W4s
or insurance enrollment forms)
(Used/retained as general office records)

, :^n 1 ,,- 1."**.,,

ia*rr i* iHtrB { ir",#1,/

Paperlelearonic

2049 Employee unemployment compensatlon case

records/materlals (Used/retalned as Seneral
offlce records)

Paper retaln 5
years after final
remuneration/
payrnent;

cbctronic retain
untll prlnted

Paper/elecronic

2G50 Original union contracts plus factfindlng
reporB and arbltratlon reports relatlng to
negotlatlons - (Used/retalned as general

offlce records)

Paper copy retaln
15 y€ars post

expiratlon of the
contract;
electronic retain
until prlnted

Pape./electronlc

20-51 Original Admlnistrative I nstru ctions,

Perrcnnel Policy Letters; Safety
Policies(Used/retained as general office
remrds)

Paper orlglnal
retaln
permanendy;
electronlc retaln
untll prlnted.

Paper/elestronh

20-!i3 Employee Family and Medical Leave records -
l€tters to employees notfiing them they are on

FML Federal Forms 381 and 382, ffhls does not
include completed Federal Form 3E0 provided by

Paper retain 3
years; electronic
retain untll
printed

Paperlehctronlc

SAG./LGRP- RC-2 (Part I & z),Revisd Jaruary 2017

_l

n
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Pagee of#

Section E: RECORDS RETENTION SCHEDULE (RC-21-Part2
See lnstruaioas ffire completing thisfom.

City of Bowling Green Personnel Dlrector

(Lcal OovcmnGnt Etrity) (Unit)

tr

(1)
Schdule
Numbcr

(21

Record Title snd Dcecrlpfion
(3)

Retendon
Perlod

(4)
Mdia Type

(o
For ure by
Audltor of

Ststc or
LGRP

(6)
RC-3

Rcqulred
by

LGRP
ernployee's medlcal ca re provide r. ) ( U sed/retained
as genenl office records)

2G54 Requests for Reasonable Accommodation
(ADA requests) (Used/retalned as general

office records)

Paper retain
permanently for
perrcns hlred;
paper retaln 2
years for those
candldates not
hired; electronk
rsteln untll
prlnt€d

P.per/elrctroniG

tr

2G55 {.*ry *sprJt},/3,ar1r* t* pavi;:i I s?a4 ***'*1
#rs#tr*'t'** tsttt tsi leizv'# it;;r* *t
1' zs**t';* frar:* r;:ar{?:?i *il i'.*z**}, **.x *ir* t.
{:fi,} fl +}*} tLs *ry'rlt*tv r'**retlpityr*ll rsl txr I qrt|.

h:"nr. isfr ^nl,it,.: ^ an$iJt b;"ntfrt =, :lr* ng* :.

st^ntLlb {,n )Jn #*. *, *"*an'4*t* i * **--v r* I i -nY *t* nt t

et*, {i.i5**jrttai*e* e; Sfn*t*j rtffi** rx**rdsl

hper/elestronic tr

z[I,56 Organizational Charts (Used/retained as

general office records)

Paper 5 years;

electronic retain
until printed

Paper/ehctronic tr
z(}57 :: | ...j :l ' n
e0-58 Job analyses, audits, questlonnalres, forms,

etc used to develop job descriptions;
(Used/retained as general ofrice records)

Retain until no
longer of
administrative
value

hper/electronic

20-59 uq:\*"f{f# I n
20{0 oatrs of offlce for elected officials and police

and flre personnel (Used/retalned as general

office records)

Paper
pcrmancnt;
electronlc retain
until printed

hper/eharonic tr

2051 PERRP /OBWC Recordkeeping forms: Ex.

3mP, 300 AP, etc., plus dlstribution materials

to departments (Used/retalned as general

offfce records); Accldent log spreadsheets;

transft ional work logs/spreadsheets

Paper retain 5
years following
the end of the
year covered;

electronlc retain
umll printed

Paper/
eleclronic

M2 f, ompleted verifie*tions af ttrn pl*yr'**nt
r*qu*st,r:* fiom financiai instit*ti*ns for

employet lo;rns

Untii ** lDn$a!"

s #fili*!$tfilti,J*ly
r:eae$5* iy

Yapdr,rIlB*r*1ir

SAG/LGRP- RC-2 (Prt I &.2), RcviscdJanuarv 2017

tr

l

-l



Page 1o otL
Section E: RECORDS RETENTION SCHEDULE (RC-21 - Part 2

See lnstntctlons before compldtng lhisform.

City of Bowling Green Personnel Director

(I-ooal Govcroocnt rdty) (Unit)

(1)
Schedule
Number

QI
Record Tlde enrl Dcccrlpffon

(3)
Retendou

Pertod

(1)
Mcdtr Type

(s)
For ure b1

Auditor of
State or
LGRP

(6)
RC.3

Rcqufred
by

IrcRP
2tH3 Safety Molatlon Forms (Used/retained as

general office records)

Paper refain 3
years; electronic
retain until
printed

PapGr/electronlc tr

z,,-il Job Hazard Analyses developed for the safety
program (Used/retalned as general office
records)

Paper 3 years
prwlded no
longer
administratlvely
neice$4ry;
electronic retain
until printed

Paper/electronic

20-6s Documentation updating web page, Outlook
dlrectory, AS4(D payroll system, etc from/to
Clty staff (Used/retalned as general office

records)

Paper retain 1
year; electronlc
retain until
printed

Paper/electronic

20{6 Employee authorization (HIPAA) forms to
assist employees process claimsi information

from insurance comPany about claims

investigations, Retain only as long as

necessary to resolve the lssue. Compliance

ln accordance with HIPM.

Until no longer

adminlstrattvely
necessary -
Pursuant to
HIPAA

Pape/electronic tr

204,7 Drug/alcohol test results for employees not

required to maintain a Commercial Drive/s
License (Used/retained as general offfce

records)

Paper I year;

electronic retain
until printed

Paper/electnonic

20{t HIPAA Business i{ssociatlon Agreements
(Used/retained as Seneral offlce records)

Paper
permanent;
electronic retain
untll
prlnted

Paper/elecoonlc

an€9 Successful blds/RFPs/Contracts: for
servlces/producB, etc. (Ex. Legal services)

Thls ls for those entlties who are contracted

with. (Used/retained as Seneral offlce
records)

Paper Retaln

bid/contract
documents 15

yea6 post

explntion of the
contract;
electrgnic retain
until printed

Paper/Electronlc tr

20-70 Olrectlves to stafr concernlng changes to rreb
page/payroll svstem/orga nlzatlonal chaG

regardlng rrcw hires, job changes, staff changes,

etc (Used/retalned as genenl ot-!glFlgl!$-

Paper retaln 1

year; electronic
retaln untll
printed

Pap€r/ehctronic tr

SAO-/IGRP-RC-2 (Part 1 & 2), Rcviscd Imuary2017
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Pase 11 ot Lil
Section E: RECORDS RETENTION SCHEDULE (RC-21-Part2

See insfiictiow b{orc complaing thislorm

Clty of Bowllng Green Personnel Director

(Lml Govcmmat Emfty) (t trit)

(1)
$chedule
Number

(2)
Record fifle and Ilc*rlpdon

(3)
Rctcntion

Pertod

(4)
Medle Tpae

(s)
for urc by
Audltor of

Stete or
LGRP

(o
RC-3

kqulrd
by

LGRP

20-71 General correspondence with Flexible

spendirg plan/program administratorAervice
providers and with insurance and COBRA plan

administrators (Used/retalned as general

office records)

Until no longer of
adminlstrathrc
value

Paper/electronic n

z0-72 Parent Permission slips for hirlng minors
(Used/retained as general office records)

Paper retain 5 yrs

post termination
of employmeng
electronic retain
untll prlnt€d

Paper/elestronlc tr

zo-'/3 MlnorWork Release

materials/documents/Age & Schooling

CefficatesAl/ork Permlts from the
State/School Systems for hlrlng mlnors

(Used/retalned as general office records)

Paper retaln 5
years post
termlnatlon of
employmen$
electronlc retaln
until prlnt€d

Paper/eledronic tr

*74 Conerpondence/documentation to Ohio

N* Hlre Reportlng program (Used/retahea

as general office records)

Paper retaln 5
yerr5 port
terminatlon of
employment;
electronic retaln
until printed

Paper&haronlc tr

2s75 Correspondence to School Polic about interest in

cominulnE to work each ycac countlng number of
chlldren crosslng at thc covered lnterse(tions, ctc

as office

Until no longerof
adminlstratlYe
value

Paper/electronic tr

m-76 EEO Voluntary self-identlfi cation forms

completed by applicants (tlsed/retained as

general offlce records)

Paper retain 2
years; electronk
retain untll
pilnted

Paperlelectronic

2Dr7 Employee slgned SSA'1915 Forms

(Used/retained as general offlce records)

Permanent for
pemns hlrcd;
electronic untll
prhted; do not
retain for
peEons not hired

Paper/ehctronlc

*78 Annual Employee Flexible Spending

enrollment forms and Notices from Flexlble

Spendlng Plan administrator regardlng clalms

payments to employees (Used/retalned as

general office records)

Paper retain 6

years from the
flllng date of the
appllcable tax
rcturn; electronic
retain until
printed

hp€r/eledronlc

fr-79 Correspondence from the Ohio Bureau of
Employmcnt ScMces and/or Ohio Jobs and Famlly

Scrvlces verlfylng stetus of thelr cllents epplylrE

Paper 2 years;

electronic untll
prlnted

Paper/electronlc tr
SAG/LGRP- RC-2 (Part I &2),R6'iscd January 2017
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Page 12 "fJ4
Section E: RECORDS RETENTION SCHEDULE

fue instructlons b{orc complailg this

(RC-2)
fom-

- Part 2

City of Bowling Green Personnel Director

(Lmal Govcrnrmt Entity) (t nit)

(1)
Schedule
Number

a')
Record Title and Demrlpfion

(3)
Rctendon

Perlod

(4)
Medla Typc

(s)
For uce by
Audltor of

State or
LGRP

(6)
RC-3

ItcqElred
by

LGRP
for and/or obtaining jobs, and other general

correspondence, etc. (Useflretalned as general

office records)

2C80 Personnel department standard operating
procedures, miscellaneous directives, etc
(Used/retained as general offlce recordsJ

Retain untll no
longer
admlnistratively
necessary

Peper/el€ctronic tr

20-8r Employee dlrect depostt forms and

docu mentation (Used/retained as general

offlce reoords)

Paper retain for
duration of
employment;
electronic until
printed

Paper/electronlc

20-82 Employee ldentification cards (Used/retained

as general offlce records)

For cunent
emplo}ces
destroy once
superseded; for
termlnated
employees retCn
frral card

PermanentlY

Paper/ebctonlc

2&83 Electronic files for lD cards and photos of
employees (Photo directoryl (Used/retained

as general office records)

Untll no longer
admlnistradvely
necessary

Electronic tr

a,-8r. hmplcl+e wr,ri{1n ,i,suf.!tr l# rsrno'rf 'flterc
$l i.r1rift.rfl$ :r: r:''1erifirtscl iil#s - ftilrt
fl,1te t tll",J :,rqu,rt -..f r r$ *strhlishulj it *rrit-,
'nnlerr+i nr f irr, n'rl,nr "- i(ora {rhpdt.ior )r}.

tri.\. r !J

l,.,t.l a.1 l^'1.s.

*{:tft;$,;;ii;tidrj}y
rle{:ur}8ry'

ilag:+r,.*it'rir onlc

2G8s Reserved n
2G85 Employee slgned BGEO Form for electing to

wear Jeans, ball caps, and paying union dues
(Used/retained as general office records)

Paper : 1 year

after employnent
termlnates or
emplsyee no
longer ln unlon;
el€ctronic tetaan

untll prlnted

Paper/electronic tr

2og7 Fax transmissions that come into the
Personnel Department but belong to other
offfces/percons (Used/retalned as general

offlce records)

Do not retain
after fax b
fomtarded to
corrEct rEclplent

Electronic

20-8t Employee receipt forms for insurance and

flex spendlng programs, lncludlng but not
limlted to distrlbutlon of open enrollment
materials. new forms, new plan documents,

Paper-Syears;
electronic until
prlnted

Papet/electronlc

SAO-/LGRP- RC-2 (Pet I &2>, REvised laruary2017

tr

l



Page13 of lg
Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See lnstructiotB before compl*ing thisform.

Clty of Bowling Green Personnel Dlrector

(Lmel Govcunat Ertity) (Uni0

tr

(1)
Schedulc
Number

(2)
Record IIdc rnd Ilacrlpdon

(3)
Retcnton

Period

(4)
Medie Type

(s)
For urc by
Andltor of

Stete or
LGRP

(o
RC-3

nrqdrcd
by

LGRP
changes to plans, identification cards, rate
increases, etc. (Used/retained as general

office records)
2lt{g General correspondence related to safety

tralnlng program, such as schedullng
meetingF/trai ni ng, u pdates about trainl ng,
questions to trainer or staff; etc.
(Used/retained as general office records)

Retaln as long as

admlnlstratlveV
necessarY

Papcr/elecronlc tr

ar-90 Records from union negotiations - notes,
tentative agreements, wage/benefl t suweys,
correspondence with union, etc.
(Used/retained as general offlce records)

Paper retain until
contract has

explred;
€hctronic retaln
until printed

Paper/electronic tr

z,'gl Correspondence/materials relating to the
issuance of parking passes for eligible
employees, i ncl udes correspondence relating
to los/replaced parking pa$cs,

conespondence with pollce division about
parklng passes etc. (Used/retalned as

general office records)

Retaln as long as

admlnistratively
necessary

Paper/electronic u

2IL92 Union notices for employee dues payment

authorizations (Used/retained as general

office records)

Paper until
superseded;
electronic until
prlnted

Paper/Electronic

*93 i: $;irs v* ** q si t f -r; i U A ?, :# " t ! at v*. 1, ?;. s.'-

l'tti*,t'^tit:'s.r tl <3\** ir.1&l*? t?is i oi*rttrz*rz"t; : t: ir
il-t're1jrr'it -. t ,. 4ti{':1i1t,r *f{rr.* i+,. ;l r' :

Paper retaln -

laerl post

termination of
employment;
electronic until
prlnted

Paper/eledronic

20F9tt

Miscellaneous Forms/Docttments:
Completed Parks & Recreadon Appllcant
lnterest Sheets; Red Cross certiflcatlons for
life saving/CPR/First Aid; CPR/AED

Certifications, Requests for Reasonable

Accommodatlon, copies of Form DD-214

{Military Wpes of dlscharge, documentation
of mllitary serYice, etc.

Paper Retain 5

yrars post
t€rmlnatlon ol
employmentfor
those hired paper

retaln 2 years for
thos€ not hired;
Electsonic retain
until printed

Paper/electronic

2lr€5 Coples of Temporary a8ency time she€ts for
the hire of temporary personnel

Paper
permanent;
electronic retain
untll printed.

Paper/Electronlc

2G96
Ohio Civil Rights, State Employment Relations
Board, Department of Labor, EEOC, and Court

Case Files - Clvll, etc., case flles and

Paper 10 years

after case flled
and no further
astlon pendlng;

Faper/electronlc tr

SAG/IrGF.P- RC-2 (Part 1 & 2), Rcviscd lauary 2017

tr
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Section E: REGORDS RETENTION SCHEDULE (RG-21-Parl2
Se instru,c:tlotu b{ore completing this font .

City of Bowling Green Personnel Director

(1)
Schedule
Number

8)
Record Title and Descripdon

(3)
Retention

Period

(4)
Media llpc

(o
For ure by
Audltor of

State or
LGRP

(o
RC-3

Rcqulred
by

I.GRP

Settlements -officia! documents, backu p

documents, etc.

electronlc until
printed

2G97 Original grlemnce files and arbitration
reporB, and supportlng materlals relatlng to
settling grierances - (Used/retalned as

genera I officc records)

Paper copy retain

15 years post

erdratlon of the
contEcq
electronlc retaln
until prlnted

Paper/electronic tr

2G98 Records Pertaining to projects such as the

lnternal City Operations Rer/lew Task Force,

(!coR); charter Revlew commlttee; safety

consultant work such as the Sheridan Safety

m that are no

20 years Paper;

ehctronlc until
prlnted

Paper/electronic

20-99 CDL Substance Abuse (Drug & Alcohol)

Education and training records/Records

related to the alcohol and drug collection

process

2 Years aft€r
employees
ceares to
perform
functions

Pape/Electronic tr

tr

(Looal Govcrmot ffiy)

ir:*tead. ***h :rd iaiti **i e-t i:,:i j thr:u2: i:t *vei **t+* ; ;ici; $ i': g
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perform the work in the affected job position and are willing to be recalled to said job position. 
Bargaining unit employees shall be given reasonable consideration with regard to any non
bargaining unit positions which may become open while said employees remain on the recall 
list. 

Section 12.5 An employee to be recalled will be informed of his reemployment in the form of 
a written notice. This notice shall be considered received by the employee when mailed by 
certified mail to the last-known address of the employee as shown on the City's personnel 
records. It shall be the responsibility of each employee on lay-off to keep the City advised of his 
current address. Within fifteen (15) calendar days after notice of re-employment is mailed, the 
employee must advise the City in writing of bis acceptance of reemployment and his ability to 
commence employment on the date specified in the notice. Any and all reemployment rights 
granted to an employee shall terminate upon such employee's failure to respond and to accept 
within fifteen (15) calendar days any position offered to the employee. 

Section 12.6 Employees so laid off or whose employment otherwise ceases due to reasons 
other than termination for gross misconduct may elect to continue medical and dental coverage 
in accordance with applicable law. 

ARTICLE 13. PERSONAL SERVICE RECORDS 

Section 13.1 · All employees shall be permitted to review their personal service records 
(Personnel Records) and may receive a copy of any item(s) in the file at current reproduction 
cost. The City shall not suffer any loss of the employee's services as a result of this activity. 
When any record of a disciplinary action is noted in an employee's personnel file, the City shall 
provide a oopy of said record to the employee. 

Section 13.2 Subject to the approval of the City Records Commission and the Sate Auditor, 
and pursuant to Section 149.39 of the Ohio Revised Code (O.R.C.) the personal service record 
of an employee is to be cleared or purged of any offenses upon written request of the employee 
in acoordance with the following schedule: 

A. Any reprimand shall be removed from the record after two (2) years from the
date of the reprimand, providing there is no intervening disciplinary action during the
two-year period.

B. Any suspension of less than thirty (30) days shall be removed from the record
after a period of five (5) years

1 providing there is no intervening disciplinary action
involving a suspension during the five.year period.

C. Any suspension of thirty (30) days or more shall be removed from the record
after a. period of seven (7) years, providing there is no ·intervening disciplinary action
involving a suspension of thirty (30) days or more during the seven-year period.

10 























































