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RECORDS RETENTION SCHEDULE (RC-2)- Part 1 
SH Instructions ~tcorn,wtlnQ thisform. MIISt b# submitted with PART1 

Stctlon A: Local Govemmtnt Unit 

Troy-Miami County Public Library 

(LOGII Government Entity) (Unlt/Oepartmtnt) 

Rachelle Via Executive Director 10/23/2024 
(Sltn.ture ofRtsponslble Offlclal) (Name) (T)tlt) (Datt} 

Section B: Records Commission 

Troy-Miami County Public Library Records Commission 937-339-0502 

(Telephone Number) 

419 West Main St. Troy 45373 Miami 
(Address) (City} (Zip Code) (County) 

To hive this form returned to the Records Commission eltctronlcally, include an email address· 

I hereby certify that our records commission met In an open meetln&, IS r~ulrtd by the Ohio Revised Code, , 121 22. and appr~d the schedules 
listed on this form and 1ny continuation shHts. I further certify that our commission wlfl make every effort to prevent these records series from 

btlnc dutroyed, transferred, or otherwise disposed of In violation of these scMdules and that no record wlfl be knowircly disposed of which 

pertains to 1ny pendlna le11I case, tl,im, action or request. Thi$ action Is reflected In the minutts kept by this commission. 

Records Commission Chair Slanature Date 

Section C: Ohio History Connection• Stitt Archives 

Amy H·1ssong Dlg,tallySlgned byAmyHissong Government Records Archivist 12/2/2024
D1te:2024.12.0216:45'01 -05'00 

S11n1ture Tltlt Date 

Section 0: Auditor of State 

M rt• E M ks °'t'IOtrli9n<'db'fM.IVnL-ua 1n . ee o.,._201"2.,10.,~1.o500' Records Manager 
Slanature Title Date 

Pka~ Nott: Tht Scott Archlws mains RC-2forms ptrmontntly. It is strongly rtcommtnckd that t~ Rtcords 

SAO-/LGRP- RC-2 (Pirt 1 & 2), Revised Miy 2024 

mailto:localrecs@ohlohistory.org


Appendix A • Pubhc Recordl& Retent10n Policy 

Record Retention Schedule CRC-2\ • Part 2 
Trov-M1am1 Countv Public Llbrarv 

FOfUH by 

lt-'royram "t:yl:.ucnlOnS 6 Ne1ce1:,c:, • 

AudftOf of RC-3 

Schedule 
Number Record TIiie and Description Retention Period 

Permanent 
Mtdl• Tvot 

Stitt Of 

OHSILGRP 
Required by 

OHSILGRP 

Ipaper tnlU 

2007,etec ✓ 
AD-001 
AD-002 

Board of Trustee Meetino ~endas & Minutes 
Building Soeafications and Plans 

Ptrmanenl 
Ptrmanenl 

2008fotwlfll 
paper ✓ 

AD-003 H1stoncal Files• relabno to orowth of l1brarv Ptnnentnl paper 

AD-004 
AD-005 

Annual Reoort to State Llbrarv 
Annual Finanoal Report to Auditor of State 

Ptnnentnl 
Permentnl 

lpaper 
paper 

✓ 
,/ 

FN-006 OPERS Reoorts Ptrmanent paoer 

FN-007 Audit Reoons from Auditor of State Ptnnentnl paoer 
PA-009 
PA-010 

Payroll Tax Records 
W.2 Forms 

Pennanenl 
Penn,nent 

paper/elec 
paoer/elec 

Non.Permanent 
AD-011 Staff Meetino Minutes Current year paper/etec 

AD-012 Audio of board meeting 1 year electronic 
A0-013 Contracts, Leases and Agreements 5 years after exp,rallon paper 

Transient correspondence material (all informal 
and/or temporary messages and notes, including 

AD-014 
e-mail and voice mail messages, and all drafts 
used in the production of pubhc records) 

D1screbonary, retain unbl no 
longer of admin1strallve value paper/elec 

AD-015 Levy Files; offiaal documents Lde of levy plus 5 years paper 
AD-016 Public Record Requests Unbl audited paper/etec 

Construction and renovation bids and documents As long as Ille constructed or 
including bid advertisements, bid documents, renovated faohty Is owned or 

Af).017 specifications, successful bids, contracts. leased Ioaper/etec 
Bids • Successful • documents and specifications 
pertaining to successful bids for general purpose 

AD-018 
contracts excluding construction contracts 5 years after exp,ration or 

completion of prOJed paper 
14 Jlfill:I> dllC'I 1a1u11i,, OT 

AD-019 Bids • Unsuccessful contract, d aud1led paper 
AD-020 RFPs and Proposals in response 2 years, 11 audited paper 
AD-021 Administrative Pohcv & Procedure Files 1 year after superseded electronic 
AD-022 Book Inventories maintained digitally Until superseded electronic 

Transient correspondence material (all informal 
and/or temporary messages and notes, including 
e-mail and voice mail messages, and all drafts D1scre~onary, retain unbl no 

AD-023 used in the production of public records) longer of administrative value paper/elec 

registrations, releases, waivers, sign-ups, 
permission slips, applications, and any other 
documentation patrons are required to fill out in Unbl no longer of 

AD--024 order to partJctpate in a Library program. admInostrabve value paper 
fl> YHJ> """' I,=uVe II no 

AD-025 Patron Information; maintained digitally outstanding fffs or credits electronic 
AD-0251 Secunty Camera Videos 48 hOurs electroruc 
FN-026 Annual Budgets • adopted by the board 10 years paper/elec 
FN-027 Purchase Orders 2year,, Ifaud1ttd paper 
FN-028 Bank DepoSlt Receipts Unbl audlled paper 
FN-029 Bank Statements 4years, Ifaudited paper 
FN-030 Receipt Records Unlit audited paper 
FN-031 Gift/Donation records 5ytars, If audited paper/UAN 

,,u 1u,•w as gm 1s 11t:11u ptu~ 11.i 

FN--032 Endowment and maJor gift records years paper 
FN-033 Prevailing Wages Records 4 yaars. 1f audited electronic 
FN-034 DeooS1torv Agreements 4 years, If audited paper 
FN-035 Cash Remster Tapes Until audited paper 



• 

Appendix A • Public Records & Retention Policy 

Record Retention Schedule (RC-2) • Part 2
Tl'O\I-M1am Countv Public Library 

For Ult by 
Aud~orof RC-3

SchtcluM Roqulrff bySl•tt or
Numb« Record Title and Description Rtttntlon Period Mtdl•Tvot OHS/LORI' OHS/LORI'

IvmoaI 1.;ertIncate or tstImateo Kesources (Trom
FN-036 Countv Auditor's Office) 5 ••.,. ,f tud<ttd loaoer
FN-037 Certincate of Total AmOUnt 1mm All Sources 5 yon ~ ludlttd oaoer

Amended Certificate of Total Amount from All
Sources Available for Expenditure and Balances

FN-038 from County Auditor's Office) 5ytt<S Koud,tod oaoer
,, Y--·- -··-· .x,.--~-· 1,FN-039 Insurance Pohaes, includes property. liabthty d11m1 are settled paper

FN-040 Certificates of Llabthtv Insurance T1m1 m force ptus -1 yea,s paper
FN-041 FIxed Asset Inventorv 5 yon tftt< suporte.i.d paper
FN-042 Voueher w/ lnV01ces 5ytt<S, Kludittd paper/efec
FN-043 Employer Ouarterty Federal Tax Returns 5yoars. Kludllod paper/efec
FN-044 Ouarterty Payroll Reports for State 75 ytars paperlelec
FN-045 Investment Reports Ayears. d audited paper/elec
IFN-04t> IRecords Comm1ss10n/Records D1soosal 10yurs paper/elec
FN-047 Cancelleo Checks 2 years efec/bank

Personnel Files. umaal personnel file on each
employee includes informat10n on hiring,
promobon, demotlOll, transfer, layoff. recall,
performance evaluations, rates of pay, state &
federal tax forms, deduction authonzabons, and 6 years after termination of

HR-048 separabon information employment paper 

retain wrth personnel recotd ,
HR-049 Employment Application employed, others 1 year paper/efec 

Lolar of 3 yrs a!ltr OOH 0< 1
HR-050 lmmIgrat1011 Forms • 1-9 forms yr afte< DOT paper 

HR-051 Employee Handbook/Pol1aes 1yurafter superseded eledron1c 
5years proVldod no pendmg

HR-052 Acodent/1nodent Reports action paper/elec 

PERRP Forms 300P & 300A; record of
HR-053 recordable 1niunes/illness 5 years paper/elec 

10 years afte< date of final
HR-054 Workers Comp Claims payment paper/elec 

HR-055 Unemployment Claim Reports 4 ytars. d tud<ted paper 

HR-056 Job Descnpbons Un~I supt<..,dod electronic
Payroll Records, includes EFT Bank Rcpts, paper/elec/

PA-008 Reports & Advices 7Ytn UAN
PA-057 T1mesheets 4 years. ~ oudItod paper

Deferred Compensa~on Withholding Rpts and
PA-058 Payment Receipts 4 yurs, If audited paper/UAN 

NOTE· Reten~on penods based on applicable laws and/or recommendations from the Auditor of State's Office and the Ohio
Historical Sooety as published In the OLC Public Library Accounting Handbook 

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuant to
Sec. 117.26 O.R.C 
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