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RECORDS  RETENTION  SCHEDULE  (RC-2)  -  Part  1
This  document  supersedes  all  previous  Retention  Schedules.

See instrrrctions  be,fore compleririg  this  foi'in.  Arfust hesubmtted  svitli PART  2
Section A and Section  B inust  be t'illed out iind signed by local government  Liefore sulimission  to tlie State Arcliives

Section  A: Local  Government  Unit

Hamilton  County Soil  and  Water  Conservation  District

(Local  Government  Entity) (Unit)

Melinda  D. Hartley  Business  Service  Officer

(Signature  of Responsible (Name) (Title) (Date)

Section  B: Records  Commission SeeORC  749.38-ORC  749.472forRecordsCommissioninformation

Hamilton  County  Records  Commission 513-946-5971

1000  Main  Street  Rm.  B-25 Cincinnati 45202

(Telephone  Number)

Hamilton

(Address)  (City)  (ZipCode)

To have  this form returned  to the Records  Commission  electronically,  include  an email  address:

JAlexand@cms.hamilton-co.org

(County)

I hereby  certify  that  our records  commission  met  in an open  meeting,  as required  by Section  121.22  0RC,  and approved  the schedules  listed
on this  form a any  continuation  sheets,  I further  certify  that  our commission  will make  every  effort  to prevent  these  records  series  from being
destroyed,  , or otherwise  ,cliQgs'ed  of in violation  of these  schedules  and that no record  will be knowingly  disposed  of which  pertains

to any case, claimJ,tigi,'  or request. This action is reflected in the mirJes kept by this commission.

Section  C: Ohio  History  Connection  - State  Archives

Signature Title Date

Section  D: Auditor  of  State

Signature Title Date

SAO-/LGRP-  RC-2  (Partl&  2), Revised  August  2018

Government Records Archivist 10/25/2024

MEMeeks
Records Manager
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  Part  2
See instrric(ions before completing lhis form.

Hamilton  County Soil and Water  Conservation  District

(Local Govei'ninent  Emity) (Unit)

PJaaseNo.te: TheStateArcMvasretaimsRC-2formspernnanen.tly.ItisstronglyrecommendadthatbeRecordsComxmssioy,irataina

pars,asenftopyof  this  forms.

(1)

Schedule

Number

(2)  Record  Tttle  and

Description

(3)  Retention

Period

(4)  Media

Type

(S)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

b7

LGRP

APPLICATION  AGREEMENT  FORMS

1.0 Wan  Agreements  -  copies  oi'ily

Tlie  Cocinty  Auditor  is the  original

agreement  and  recorder  holder.

Until  superseded  -

No RC-3 required

Paper  or

Electronic €

1.0.  A Wan  Agreements  -  AmeriCorps

member  copies  only.

The  Cocinty  Auditor  is the  original

agreement  and recorder  liolder.

Until  superseded  -

No RC-3 required

Paper  or

Electronic €

1.1 Accounts  Payable  Information  Form  -

copies  only

The County  Auditor  is the  origii'ial

agreement  and recorder  l'iolder.

5 years  after  audit Paper  or

Electronic €

1.2 HRP Performer  User  Access

-  copies  only

The  Cocinty  Human  Resources  is the

original  Creator  and ieeord  iiolder.

Until  superseded  -

No RC-3 required

Paper  or

Electronic €

DISTRICT  ELECTIONS  &  REORGANIZATIONS

2.0 Election  Procedure  -  Describes  the

procedures  for  the  Soil and  Water

Elections.

Llntil  superseded  -

No RC-3 required

Paper  or

Electronic €

2.1 Election  Forms  -  Registration  (registry)

form  for  voting,  statement  of

candidacy  forms,  candidate  scibmissioi'i

fortn,  election  legal  notice,  and

candidate  petition  forrn.

4 years  after  election  -

No RC-3 required

Paper  or

Electronic

€

2.2 Absentee  Ballot  Requests  -  Voter

eligibility  form,  ai'iy returned  mail,  and

ai'iy election  item.

60 days  after  election-

No RC-3 required

Paper  or

Electronic €

2.3 Affidavits  -  A form  for  a corporation,

Firm,  LLC, or  Trust  verifying  they  are a

landowi'ier  or land  occupier  in tl'ie

COLI nty.

60 days  after  election-

No RC-3 required

Paper  or

Electronic €

2.4 Election  Results  -  form  witli  the  results

of  the  elections  and the  total  number

ofvotes  cast  For each  slated  candidate.

Permanent Paper  or

Electronic €

2.5 Supervisors,  Current  & Past  -  a list  of

all District  Scipei-visors.

Permanent Paper  or

Electronic €

SAO-/LGRP-  RC-2  (Part  l & 2), Revised  Marcli  2024

MEMeeks
Audited means
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  -  Part  2
See instructions before completing this forrn.

Hamilton  County Soil and Water Conservation District

(Local Goveininent Entity) (Unit)

(1)

Schedule

Number

(2)  Record  Title  and

Description

(3)  Retention

Period

(4)  Media

Type

(S)  For  use

. .by  the

Auditor  of

State  or

LGRP

(6)  RC-3

. Required

b7  '

LGRP

2,6 Reorganization  Notices  -  a list of  board

members  and which  position  they  held

for  the  year,

5 years  after  audit Paper  or

Electronic € .

2.7 Oath  of  Office  - This is the  Ohlo  Soil

and Water  Conservation  Commission's

Oath  form  for  a newly  elected  board

member.

Permanent Paper  or

, Electronlc €

LEGISLATIVE  & LEGAI

3.0 Ohio  General  Assembly  & United

States  Congressional  Names  of

Legislators  -  a list of  the  legislators.

Until  superseded  -

No RC-3 required

Paper  or

Electronic €

3,1 Legal Opinions  -  Opinions  from  the

legal counsel.

Until  superseded  -

No RC-3 required

Paper  or

Electronic €

3.2 Laws - Senate  Bills and House  Bills. Until  superseded  -

No RC-3 required

Paper  or

Electronic €

3.3 Resolutions  - Current until  superseded  -

No RC-3 requlred

Paper  or

Electronic €

3.4 Civil Rights  (Laws)  - Non-Discriimnation

Statement  Ethics  Law.

Until  superseded  -

No RC-3 required

Paper  or

Electronic [1]

3.5 Legal Notices  -  Notices  include  but  are

not limited  to  financial  reports  and

election  information.

5 years  after  audit

Paper  or

Electronic €

3.6

Public  Records  Requests  - Requests  for

District  documents  and log sheets

(Actual  documents  are kept  wlth  the

individual  who  answered  the  request).

5 years  after  audit Paper  or

Electronic
€

3.7 Ohio  Records  Certification  for  Record

Retention  -  Certifications  for

individuals  who  have  taken  the course.

Until  superseded  -

No RC-3 required

Paper  or

I Electronic €

3.8 Records  Retention  Schedules  - R1, R2

and RC3 forms.

Llntil  superseded  -

No RC-3 required

Paper  or

' Electronic €

MEMORANDUMS  OF UNDERST  ANDING

4.0 Memorandums of UnderstandinB  for
all Jurisdictions  and State,  Federal,  and

Local agencies  -,Agreements  with  local

communltles  and organizations.

3 years  after  audit Paper  or

Electronic

€

SAO-/LGRP-  RC-2  (Part  1 & 2), Revised  March  2024
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  Part  2
See instrrrc(ions  bejore  crmrpletirig  tliis  forrn.

Hamilton  County Soil  and Water  Conservation  District

(Local Government Entity) (Unit)

(1)

Schedule

Number

(2)  Record  Title  and

Description

(3)  Retentton

Period

(4)  Media

Type

(5)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

ly

LGRP

4.1 Member/Partner  Agreement  -
Agreements  with  local  comn'iunities

and  oi-gai"iiz=itions.

3 years  after  audit Paper  or

Electronic €

MINUTES,  NOTES,  REPORTS

5.0 Minutes  of  District  Board  Meeting  and

Annual  Meeting,  Earthwork  Appeals

Board

Permanent Paper  or

Electronic €

5.1 Staff  Activity  Reports  -  Monthly

reports  of  the  staff's  activity.

5 years  after  audit Paper  ot

Electronic €

5.1.  A Staff  Activity  Reports  -  Monthly

reports  oFthe  member's  activity  for

ORBCorps/AmeriCorps

5 years  after  audit Paper  or

Electronic €

5.2

Meeting  notes  -  including  but  not

limited  to  Staff  meetings  and Network

grocips.

Until  superseded  -

No RC-3 required

Paper  or

Electronic €

5.3 Save Local  Waters  -  fori'nerly  Regioi'ial

Storm  Water  Collaborative  Notes

5 years  after  audit Paper  or

Electronic €

5.4 Agendas -  %endas  for the board &
annual  meeting  meetings,  and  any

meetings.

Until  superseded  -

No RC-3 required

Paper  or

Electronic €

OFFICIAL  RECORDS AND  DOCUMENTS

6.0 District  Charter Permanent Paper  or

Electronic [1]

6.1 Ohio  Federation  Soil and  Water

Conservation  District  Bond

5 years  after  audit Paper  or

Electronic €

6.2 Employment  Policies  Acknowledgment

forms  -  Forms  signed  by board

members and staffverifyinB  they have
read  the  policy  manual.  This is kept  in

front  ofthe  policy  manual.

5 years  after  audit Paper  or

Electronic

€

6.2.  A Member  Service  Policies

Acknowledgment  Forms  -

ORBCorps/AmeriCorps

5 years  after  audit Paper  or

Electronic €

6.3 Administrative  Guide/Policies Until  superseded

No RC-3 required

Paper  or

Electronic €

SAO-/LGRP-  RC-2  (Part1  &  2), Revised  Marcli  2024
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  -  Part  2
See instr'uclions liefmae completrrig fhisfor'm.

Hamilton  County Soil  and Water  Conservation  District

(Loca)  Govei'ninenl Entity) (Unit)

(1)

Schedule

Number

(2)  Record  Title  and

Description

(3)  Retention

Pertod

(4)  Media

Type

(S)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

b7

LGRP

6.3.  A Administrative  Guide/Policies  -

ORBCorps/AineriCorps

Until  superseded

No RC-3 required

Paper  or

Electronic €

6.4 Office  Rental  Agreement 5 years  after  audit Paper  or

Electronic €

6.5 Equipment,  Space,  and  Liability

Insurance  Policies

5 years  after  audit Paper  or

Electronic [1]

6.6 Copies  of  Records  -  Additional  copies

of  records  or  images  that  are  no longer

required  and  serve  no useful  purpose

oi- that  are copies  where  originals  are

kept  in tlie  custody  of  anott'ier  division

within  the  office.

3 years  after  audit Paper  or

Electronic

€

6.7 Correspondence  - Messages  sent  and

received  by any  media,  including

letters,  memoranda,  faxes,  e-mail

messages,  and  misc.  communications.

Correspondence  and Letters  -  from

various  governmental  and  nonproFits.

3 years  after  audit Paper  or

Electronic

€

6.8 Transient  Correspondence  -

Communications  that  convey

information  of  temporary  importance

ii'i lieu  of  oi-al communication,  such  as

drafts,  meeting  notices,  online

customer  service  correspondence,

work  hour  schedules,  staff  goals,  etc.

Referral  letters,  requests  for  routine

information,  or publications  provided

to the  public  by an agency  are

answered  by stai'idard  form  letters.

3 years  after  audit Paper  or

Electronic

€

6.9

General  Correspondence  -  Requests

for  information  pertaining  to

interpretations  and other

miscellaneous  inquiries  concerning

agency  policies,  procedures,  program,

fiscal,  and personnel  matters,  as well

as copies  ofoutgoing  correspondence

maintained  for  reference  purposes.

3 years  after  audit Paper  or

Electronic

€

SAO-/LGRP-  RC-2  (Part  1 & 2),  Revised  Marcli  2024
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  Part  2
See inslrrrclrons  before  complelirig  Iliis  form.

Hamilton  County Soil and Water  Conservation  District

(Local Govcmmenl  Entity) (Unit)

(1)

Schedule

Number

(2)  Record  Title  and

Description

(3)  Retention

Period

(4)  Media

Type

(S)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

by

LGRP

6.10 Other  Office  Communication  -  oF

trai'isient  nathire  including  bcit  not

limited  to meeting  notes,  old  forms,

appointment  calendars,  and  surveys.

3 years  after  audit Paper  or

Electronic

€

LIC.ENSES AND  PERMITS

7.0 Bulk  Mailing  Permit  -  permit  from  the

post  office  for  mailing  bulk  i'nail

(Stopped  using  tliis  service  in 2019.

Remove  off  RC2 in 2026).

Until  superseded

No RC-3 required

Paper  or

Electronic €

7.1 Licenses  - Nursery  Dealers  Licenses,

Seed  Licenses,  aml  Software  Licenses.

3 years  from  license

expiration  date  -

No RC-3 required

Paper  or

Electronic €

PLANS  OF  OPERATION

8.0 District  Long  Range  Plan  -  kl'ie ocitlook

for  the  District  within  tlie  next  five

years  planned  by the  public,  board

members,  ai'id staff.

5 years  after  audit Paper  or

Electronic €

8.1 District  Annual  Plan of  Work  -  the

outlook  for  tlie  District  foi- one  year

planned  by the  board  members  and

staff.

5 years  after  audit Paper  or

Electronic €

8.2 District  Committee  Assignments  -

committees  the  board  members  and

staff  attend  or  assist  with  for  the

District  in its operatioi'is  (These  are

reported  in the Districls  board

i'ninutes.)

Until  superseded

No RC-3 required

Paper  or

Electronic
€

8.3 Continuation  of  Operation  Plan

(Emergency  Plan)-  a plan  created  to

assist  the  District  in case of a disaster.

Until  superseded

No RC-3 required

Paper  or

Electronic €

BUDGET  AND  FINANCE

g.o Guides  and  Regulations  to Follow  for

Utilizing  County  and State  Funds

5 years  after  audit ' Paper  or

Electronic €

9.1 Budget  Requests  & Appropriations  -

District's  budgets.

5 years  after  audit Paper  or

Electronic €

9.1. A Budget  Requests  & Appropriations  -

ORBCorps/AineriCorps  BridBets

5 years  after  audit Paper  or

Electronic €

SAO-/LGRP-  RC-2  (Part  l &  2),  Revised  Marcli  2024
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  -  Part  2
See instrucrions  before  complering  rhrs.form.

Hamilton  County Soil and Water  Conservation  District

(Locai  Government Entity) (Unit)

(1)

Schedule

Number

(2)  Record  Title  axid

Description

(3)  Retention

Period

(4)  Media

Type

(5)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

bJ

LGRP

9.2 Special  Fund  Appropriations  to

Auditor's  Accounts  Certificate  of

Resources/Appropriations - (Amended

Certificate)

5 years  after  audit Paper  or

Electronic €

9.3 Financials-Information  including,  but

not  limited  to, all vouchers,  journal

entries,  ITs, AVs,  purchase  orders,  bids,

quotes,  invoices,  i'econciliations,  bills

for  payment  reports,  banlr  statements,

cai'iceled  checks,  tracking  information,

bank  signature  forms,  meniorai'idum  of

agreement  with  banks,  open  accounts

applications,  credit  card  applications

and  statements,  bank  statements,

Form  11  for  state  match,  casli  basis

report,  CPIM  Treasurer  of  state

training  exemption  forms,  audit

reports,  internal  reviews,  receipt

books,  county  revenue  receipts,  bulk

mail  or  email  statements,  address

returi'i  statements,  ii'iventory  tracking

sheets,  inventory  surplus  documents,

customer  receipts  for  inventory,  OPERS

independent  contract  forms,  certificate

of  deposit  info,  change  forms,  sales

price list, outstandin@  checklist, leave
tracking  sheets,  accounting  database

information,  and  any  backup

paperwork  for  these  documents.

5 years  after  audit Paper  or

Electronic

€

9.4 Payroll  Journals  -  Payroll  journals  after

payroll  have  been  processed.

Permanent Paper  or

Electronic €

9.4.  A PayrollJournals  -  Payroll  journals  after

payroll  have  been  processed  for

ORBCorps/AmeriCorps.

Permanent Paper  or

Electronic €

9.5 Payroll  Worksheets  -  Input  sheets,  pre-

post  payroll  journals,  ai'id  labor

reports.

5 years  after  audit Paper  or

Electronic €

SAO-/LGRP- RC-2 (Partl  & 21 Revised March 2024
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  Part  2
See mslrrrctions before compleling this form.

Hamilton  County Soil and Water  Conservation  District

(Lciciil Government Entity) (Unil)

(1)

Schedule

Number

(2)  Record  Title  and

Description

(3)  Retention

Period

(4)  Media

Type

(5)  For  use

by  tlie

Auditor  of

State  or

LGRP

(6)  RC-3

Required

by

LGRP

9.5.  A Payroll  Worksheets  -  input  sheets,  pre-

post  payroll  journals,  and  labor  reports

for  ORBCorps/AmeriCorps.

5 years  after  audit Paper  or

Electronic €

9.6 Bidding  Guidelines  -  County  ai'id

District  gciidelines  for  acquiring

purchases.

3 years  after  audit Paper  or

Electronic €

9.7 Contract  for Services/Repairs  -
contracts  with  vendoi's.

4 years  after  the

contract  has been

completed

Paper  or

Electronic €

9.8 Capital  Asset  Acquisition  Form  -  Copies

only.  Tlie  Auditor  is the  official

custodian  ofthe  foi-m  foritems

purchased  over  !>5,000.00.

After  the  asset  has

been  disposed

keep  5 years  after  the

audit

Paper  or

Electronic

€

9.9 Capital  Asset  Disposal  Forms  -  copies

only.  Tlie  Auditor  is the  official

custodian  of  the  foi'm  For items

purcliased  over  55,000  tl'iat  are sold  or

disposed  of.

After  the  asset  has

been  disposed

keep  5 years  after  the

audit

Paper  or

Electronic €

9.10 Donation  letters 3 years  after  audit Paper  or

Electronic €

9.11 Office  Equipment  Warranties

Operations  documents  -  Includes

Plione  System  Guides  & Info.

Retain  2 years  after

asset  is sold  or

salvaged,  then

destroy.

Paper  or

Electronic €

9.12 Vehicle  files-including  maintenance

files  -  Files of tl'ie  District's  vehicles

and spreadsheets  of tlie  maintenance

performed  on each  vehicle

After  the  asset  has

been  disposed

keep  5 years  after

audit

Paper  or

Electronic

€

9.13 Vehicle  Accident  Reports 3 years  after  audit Paper  or

Electronic €

9.14 County  Car Request  for  Overnight

Vehicle  Use Form  -  Form  for  staff

members  taking  the  vehicle  hon'ie

(Stopped  using  this  service  in 2019.

Remove  off  RC2 in 2026)

5 years  after  audit Paper  or

Electronic

€

9.15 Grants  records-All  government  and

private  gi-ants-grants  received  from

ocitside  agencies  to assist  the  District  in

conducting  an event,  pui'chasing  an

After  the  grant  is

complete  - 5 years

after  audit

Paper  or

Electronic

€

SAO-/LGRP-  RC-2  (Part  ] & 2), Revised  March  "024



Page  9 of  14

Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  -  Part  2
See instructions before completing this form.

Hamilton  County Soil and Water Conservation  District

(lOOEll Govenunent Entity) (Unit)

(1)

Schedule

Number

(2)  Record  Title  and

Description

(3)  Retention

Period

(4)  Media

Type

(S)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

by

LGRP  '

Item,  etc. Grants  are awarded  to

individuals  and organizations  to further

conservation  practices.

9.16 Tax Exemption  Number  and Federal

Identification  Number,

Tax Exemption  Status  Letter

Permanent Paper  or

Electronic [)

9.17 1096  and 1099  tax  transmlttats  and

any tax  forms

5 years  after  audit Paper  or

Electronic €

9.18 Sales Blanket  Exemption  Form and any

W-9  Requested  

-  Ohlo  Blanket  Exemption  forms  when

a vendor  requests  the  form.

Until  superseded  -

No RC-3 required

j

Paper  or

Electronic

€

VOIUNTEER  MANAGEMEl\lT

(formerly  known  as Support  Organizations)

10.0 Release  Forms  -  Forms  signed  by

volunteers  partlcipatlng  In volunteer

events

3 years  after  event Paper  or

Electronic

€
10.1 Release  Forms  -forms  to access private

property  for proJects.

Until  superseded  -

or 3 years  after  event

Paper  or

Electronic

€
AWARD  &  CONTEST  WINNERS

11.0 Conservation  Awards,  Teacher

Scholarship,  Program  Awards  -  A list of

names  that  have  recelved  a

conservation  award  from  the  District.

3 years  after  audit Paper  or

Electronic

€

INFORMATION

12.0 News  and Press Releases 3 years  after  audit Paper  or

Electronic €

12.1 Newsletters  -  District  newsletters

re(HardinB  the District news, events,
services,  etc.

3 years  after  audit Paper  or

Electronic €

12.2 Mailing  Lists / Phone List -  Lists used
for  the  District  newsletter,  annual

meeting,  email  service,  etc.

Until  superseded  -

No RC-3 required

Paper  or

Electronic €

STREAM  MONITORING

13.0 Stream  monitoring  data  collected  by

Hamilton  County  Soil and Water

Conservation  District  -  Field data

Permanent Paper  or

Electronic
li

SAO-/LGRP-  RC-2  (Part  1 &  2), Revised  Marcl'i2024
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  Part  2
.!;'eO insrrriclions  b%re  cornpleting  This for'rn.

Hamilton  County Soil  and Water  Conservation  District

(Loeal Guvei'iuncnl Entity) (Uiull

(1)

Schedule

Number

(2)  Record  Title  axid

Description

(3)  Retention

Period

(4)  Media

Type

(5)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

b7
LGRP

sheets  and  notebook  entries

(scanned);  excess  files  witli  analysis  of

field  data:  results  froi'i'i  third-party  labs

hired  by tlie  District  ai'id resulting

reports.

€

13.1 Emergency  Response  Projects  -  Notes

regarding  comi'nunications,  field  data

sheets,  and  notebook  entries

(scanned):  excess  files  with  ai'ialysis  of

field  data:  results  froi'n  third-party  labs

hired  by tlie  District;  and  rescilting

reports.

3 years  after  audit Paper  or

Electronic

€

13.2 Educational  materials  created  by

Hamilton  County  Soil and  Water

Conservation  District  for  Special

Projects  -  Final  education  documents

of  fliers,  pamplilets,  posters,  reports,

and  presentation  slides.

Until  superseded  -

No RC-3 required

Paper  or

Electronic

€

13.3 Stream  Landowner  Consultations  -

Notes  regarding  communications,

pi-operty  location,  and  ownership.

Permanei'it Paper  or

Electronic
€

PERSONNEL

14.0 Employment  Applications,  Resumes,

Interview  Materials

2 years Paper  or

Electronic €

14.1 1-9 Employment  Eligibility  Forms

(kept  in einployee  file)

3 years  from  the  date

of hire  or  1 year  from

the  date  of

separation,  whichever

is longer  - No RC3

required

Paper  or

Electronic

€

14.1.  A 1-9 Member  Eligibility  Forms  -

ORBSCorp/AmeriCorps  (kept in
member  file).

3 years  from  the  date

of enrollment  or 1

year  from  the  date  of

separation,  whichever

is longer  - No RC3

required

Paper  or

Electronic

€

14.2 Employee  Documents-Information

included,  but  not  limited  to, Public

Employee  Retirement  System  fori'ns,

health  insurance,  life  inscirance,

Permanent Paper  or

Electronic

SAO-/LGRP-  RC-2  (Part  l & 2), Revised  Marcli  2024
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  Part  2
See irisrrrrcrions before complcturg rhisfor'm.

Hamilton  County Soil and Water  Conservation  District

(Local  Govei'ninenl Entity) (Unit)

(1)

Scliedule

Number

(2)  Record  Title  and

Description

(3)  Retention

Period

(4)  Media

Type

(5)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

b7

LGRP

evaluations,  reprimaims,  W-4,  IT-4,

back@i-oui'id  checks, driving record,
applications,  resumes,  medical,

military  reqciests,  catastrophic  leave,

background  checks,  badges  returi'i  and

requests.  (kept  in employee  file)

€

14.2.  A Members  Documents  -

ORBCorps/AmeriCorps  li'ifori'nation

included,  but  not  limited  to, health

insurance,  evaluations,  reprimands,  W-

4, IT-4,  background  checks, drivinB

record,  applications,  resumes,  medical,

military  requests,  catastrophic  leave,

background  checks,  badges  return  and

requests.  (kept  in member  file)

Permanent Paper  or

Electronic

[1]

14.3 Employee  Benefits  Documents  -

(i.e.,  annual  eni-ollment,  COBRA,

transportation  reimbursement,  tuitioi'i

reimbursement,  etc.)

5 years  after  audit Paper  or

Electronic €

14.3.  A Member  Benefits  Documents  -

ORBCorps/AineriCorps
(i.e.,  transportation  reimbcirsen'ient,

etc.)

5 years  after  audit Paper  or

Electronic

€

14.4 Ohio  Department  ofAgriculture  Time

Sheets  and Leave  Balances  -  The

tracking  of  employee  timesheets  and

leave  balances  is incorporated  with  the

Ohio  Department  orAgi'iculture

timesheet  program.

5 years  after  audit Paper  or

Electronic

(I]

14.4.A OnCorps  -  ORBCorps/AmeriCorps  - The

tracking  of member  timesl'ieets  and

leave  balai'ices  is incorporated  with  the

OnCorps  program.

5 years  after  audit Paper  or

Electronic

€

14.5 Ohio  Department  of  Agriculture  Leave

Balance  Request  Forms  - ii-icluded  witli

the  Ohio  Department  ofAgriculture

kimeslieet  program.

5 years  after  audit Electronic

€

14.6 Proof  oflnsurance  -  Copy  of the

District's  einployee  insurance  card

used  for  mileage  and travel

reimbursement  expenses.

Until  superseded  -

No RC-3 required

Paper  or

Electronic

€

SAO-/LGRP-  RC-2  (Part  l & 2), Revised  March  2024
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  -  Part  2
See instructions before completrng this Am.

Hamilton  County  Soil and Water  Conservation  District

(Local Goveriunent Entity) (Unit)

(1)

Schedule

Number

(2)  Record  Title  and

DescrtptNon

(3)  Retention

Period

(4)  Media

Type

(S)  For  use

by  the

Auditor  of

State  or

LGRP

(6)  RC-3

Required

b7

LGRP

14.6.  A Proof  of Insurance  -  Copy of

ORBCorps/AmerlCorps  member's

insurance  card used  For mileage  and

travel  reimbursement  expenses.

Until  superseded  -

No RC-3 required

Paper  or

Electronic

€

14.7 Unemployment  Information 7 years  after  final

payment

Paper  or

Electronic €
14.8 Worker's  Compensation  Claims  and

Correspondence

4 years  from  the  date

ofinjury

Paper  or

Electronic €

14.9 Job Descriptions  -

(kept  In employees'  personnel  fi1e).

5 years  after  audit Paper  or

Electronic €

14.9.  A Job Descriptions  -

ORBCorps/AmerlCorps
(kept  in members"  personnel  file).

5 years  after  audit Paper  or

Electronic €

POLLUTION  ABATEMENT

15.0 Pollution  Complaint  procedures  and

rules  -  (same  as abatement  and  animal

waste  complaints.)

Until  superseded

No RC-3 required

Paper  or

Electronic €

15.1 Pollution  Complaints-Information

including,  but  not  limited  to,

correspondence,  reports,  and site

maps.

10  years  after  the

event

Paper  or

Electronic €

EARTHWORK

16.0 Earthwork Applications and gradinB

plans  with  erosion  and sediment

control  plans  for  residential

developments,  commercial

developments, slnBle-family  homes,
commercial  buildings,  clean  hard  fill

sites  -

(Note  that  copies  of  the  grading  plans

for  residential  developments  are on

file with  the  County  Engineers.  Building

plans  and applicatlons  from  1998

forward  are on file  with  the  Hamilton

Cocinty Buildin@ Department in di(7ital

formal.

(Kept  wlth  the Earthwork  Department).

7 years  Paper  or

Electronic

I €
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Page 13  of  14

Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  -  Part  2
See instructrons before complettng this form.

Hamilton  County Soil and Water  Conservation  District

(Local Goveinment Entity) (Unit)

(1)

Schedule

Number

(2)  Record  Title  and

Description

(3)  Retention

Period

(4)  Media

Type

(S)  For  use

by  the

Auditor  of

. State  or

LGRP

(6)  RC-3
 Required

_ by

LGRP

EDUCATION

17.0 Workshops/Programs - Information

Includes,  but  is not  limited  to, agendas,

evaluations,  registration,  receipts,  and

other  miscellaneous  items.  materials.

(Kept  wlth  tl'ie  Education  Department)

5 years  after  an audit Paper  or

Electronic

. €

17.1 Special  Projects  - Information

includinB,  but not limited to, agendas,
evaluations,  registration,  receipts,  and

other  mlsc. materials.

(Kept  with  the  Education  Department).

After  completion

5 years  after  an audit

Paper  or

Electronic

'[].

PUBLIC  RELATIONS  (PR)

18.0 worbshops/programs/cvents  -
Information  includes  but  is not  limited

to agendas,  evaluations,  registration,

receipts,  all financial  support

documents,  and other  mlscellai'ieous

items.  materials.  (Kept  with  tlie  PR

Department).

5 years  after  an audit Paper  or

Electronic ':j,i;111 '.  ,. .a' i _ i_, i ':tl,l,a '(z,!F
. :'i{5. i .' : - l'a" * l,l,:  i. II'  :  {1%:.%l" i"-117

.:: lea'} ':. ,,.," "; ,..,:,%.,.1"'S)'i'. : ! .,=,:),l""":. _ il.i.
':: - : "' ",  . ',l  r. . ';,  ( -'

, l"  :ll"'  ::.."a"'a i  ,":"  'a: .  i "'Ill,"  :'

-,,:,"a Illllail: a7.y::ai I. ,: laa'i. . '_a':l:11"' - 41: :, ;.

.. l } , ,%.,,'  I , l II  ,  ..  I

( a, ji{=,l:l#i  ial I ; i,,(), i,,: x 4,
i I  (  t  - l i-l  .
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18.1 Special  Projects

Information  includes  but  is not  limited

to agendas,  evaluations,  registration,

receipts,  and other  miscellaneous

items.  materials.  (Kept  with  the  PR

Department).

5 years  after  an audit Paper  or

Electronic
., l,,  -  I -i !  .

,-  l  ,  l   ;   .  

- :"7 "[j'.""

18.2 Advertising  and Marketing

Materials  include  but  are not  limited  to

newsletters,  photos,  video,  audio,  and

print  PSAs (Kept  with  the  PR

Department).

5 years  after  an audit Paper  or

Electronic
 It  a ' i

18  .3 Annual  Reports  -

Reports  for  the  year  of work

accomplishments  and financials.

Permanent Paper  or

Electronic 1. ,,"a,a'

18.4 Release  forms  for  photo  and video 3 years Paper  or

Electronic €
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Section  E: RECORDS  RETENTION  SCHEDULE  (RC-2)  Part  2
See in.'<trrrclioris befor'e completing this forq'ir.

Hamilton  County Soil  and  Water  Conservation  District

(Local Governinenl  Eiilily) (Unit)

CORONAVIRIS  RELEIF FUND

19.0  , The  Coronavirus  Relief  Fund  was

established  by the  Coronavirus  Aid,

Relief,  and Economic  Security  Act

("CARES"  Act)  of  2020.  State  and  local

Bovernments  will use the fund to make
payments  for  necessary  expenditures

incurred  due  to the  public  health

emergency  related  to the  Coronavirus

Disease  2019  (COVID-19).

Retain  for  5 years

after  audit.  (US

Department  of

Treasury

Memorandum  01G-

CA-20-  021)

Paper  or

Electronic

1 €

I
"'Recipients  of  Coronavirus  ReliefFund  payments  shall  maintain  and  make  available  to the  US Treasury's  Office  oflnspector  General

upon  reqciest  all documents  ai'id financial  records  sufficient  to establisl'i  compliance  witl'i  scibsection  601(d)  or  the  Social  Security  Act,

as amended  (42 u.s.c. 801(d)).

Records  tliat  support  compliance  wi(l'i  scibsectioi'i60l  (d) of klie Social  Sectirity  Act  inclbide,  but  are  not  limited  to, tl'ie following:

General  ledger  and  subsidiary  ledgers  used  to accormt  for  (a) the  receipt  of  Coronavirus  Relief  Fund  payments  and (b) the

disbursements  from  sucl'i  payments  to meet  eligible  expenses  related  to the  public  liealtl'i  eniergei'icy  due  to COVID-19;  Budget

records  for  2019  and  2020;  Payroll,  time  records,  and  hciman  i-esource  recoi-ds  to scipport  costs  incurred  for  payroll  expenses  related

to addressing  the  public  l'iealtli  emergency  due  to COVID-19.  Receipts  of  pcii'cliases  made  related  to addressing  the public  health

en'iergency  due  to COVID-19;  Contracts  ai"icl subcon(racts  entered  into  cising  Coronavirus  Relief  Fund  payments  and  all documents

related to such contracts; Grarit agreeinents and @rant  sub-award agreements entered into using Coronavirus ReliefFund payn'ients
and  Elll docciments  related  to such  awarcls;  All documentation  ofreports,  audits,  and  other  i'iqonitoring  of  contractors,including

shibcontractors,  and (7rant  i'ecipient  and sub-recipients; All docun'iei'itation  suppoi-ting  tlie performance obitcomes  ofcoi'itracts,

scibcontracts,  grant  awards,  and grant  recipient  sub-  awards;  All internal and  external  email/electronic  cornmunications  related to tl'ie
use or Coronavirus  Relief  Fund  payments  and  All iiwestigative  files  and ii"iquiry  reports  involving  Coronavirus  Relief  Fund  payi'nents.
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