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RECORDS RETENTION SCHEDULE (RC-2)

See instructions before completing this form,

Section A: Local Government Unit
CAMAAN TOWNSHIF, MORROW COUNTY

ocal government entity} funit)
TR ] ) ;
A LA L AIAAIAS DEANA DETWILER___ FISCAL OFFICER
(signature of responsible official} {name)} {title)
Baction B: Recorde Commission
Canaan Township Board of Trustees, John Bayles, Chairman 419-946-1408
Records Commission {telephone number)
2170 Siate Raute 95 Edison 43320 Morrow R
{address) {eity) (zip code) {county)

To have this form returned o the Records Cormmission electronically, include an email address: canaartwpi@redbird.net

| hereby certify thal our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules
listed on this form and any continuation sheets. | further certify that our commission will make every effort to prevent these records
series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be krswingly
disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes keplt by this

comemission. ”?

ot .

{ £

(L on L. 7- 9-20/2
Records Commission Cﬁéﬁl Signature Date

Section C: Ohio Historical Society - State Archives

Section U: Auditor of State

wlrs & Lt 5-b-12—

Signature Bate

Please Note: The Stale Archives relains RC-2 forms permanently.
it is stronglv recommended that the Records Comunission retain a permanent coov of this form
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Section E: Records Retention Schedule

Canasn ?ntunnhiry}’ Morrow County
wif o H1H: ! W ler LY

Cig;}wn o fﬁui’%’ ﬁm,&;w i

Page  of

@?JM
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{local government entity)

[unit}
%) 2 3) 4
Schedule Record Title and Deascription Retention Media
Number Period Type
| AGENDAS- Order of Business for reqular and | 2 years | Paper
’ special meetings of Board of Trustees
A-1
ANNUAL FINANCIAL REPORT — Submitted 25 years Paper
l yearly to ADS
L A-2
MINUTES —Record of regular and special Permanent | Paper
meetings .
| A-3
| CORRBESPONDENGCE ~ Letters received 2 years Paper
i concerning twp businessfissues of importance
A-4
) RESOLUTIONS - Items of business passed in | 5 years Paper
open meetings of the board after incorp |
A-5 into
B ) minutes
B AUDIT HEPORTS - State Examiner's report of | 5 years Paper
twp business
A-8 -
AMENDED OFFICIAL CERTIFICATES OF 5 years Paper
ESTIMATED RESCURCES -
LA»? _ ol
b . CERTIFICATES OF TOTAL AM'T FROM 3 years Paper Ui
i SOURCES AVAILABLE FQR EXPENDITURES
A-8 AND BALANCES
ANNUAL APPROPRIATIONS RESOLUTIONS - | Put into Paper
min., retain
A-9 for 5 years
RECEIPTS 3 years Paper
A-10
APPROPRIATIONS LEDGER 5 years Paper
A-11
CASH BOOKS {CASH, RECEIFTS, & 5 years Paper
EXPENDITURE JOURNALS provided
A-12 autlited
TAX SETTLEMENTS & SEML-ANNUAL 5 years paper
APPORTIONMENT OF TAXES
— | A-13

SADGRP-RC2-(inst) Revised February 2012



Ohio Historical Society Page o
State Archives of Ohio
Locai Government Records Program

8O0 E. 17" Avenue
Columbus, Chio 43211-2487

Section E: Records Retention Schedule

revar CooLiniyv
ke ey

fiocal govemmant entity} {unit)
M I @ (@)
! Schedule Hecord Title and Description Retention Media
| Number Period Type
i
% , s e i
U | BANK STATEMENTS & BECONCILIATIONS | 4 year | Paper
| g 1
;A44 i !
i BANK DEPOSIT SLIPS 4 years 1 Paper
A-15 | - _J
- CHECK BEGISTERS (STUBS, DUPLICATE } 4 years
l= COPIES) |
| A-18 - ) | 1
( CANCELED CHECKS 4 years '\
| A-17 1
— « TELEPHONE, ELECTRIC, PROPANE BILLS 2 years tl
A8 |
l | VENDOR PAYMENT RECORDS 5 years
i \_5»19
j | INVOICES, PO'S AND VOUCHERS 5 years
| provided
A-20 audited
INVENTORIES OF TWP PROPERTY 1 year untit
superseded
ROAD RECORDS — EXP FOR MAINTENANCE | Permanent
AND REPAIR, SIGNS, CULVERT
A-22 INSTALLATION
CONSTHUGTION RECORDS —~ ROAD AND 15 years ;
BUILDING {Twp office) after \
A-23 completion
BOAD FUND RECORDS 10 years Paper
|
A-24 ‘
EQUIPMENT MAINTENANCE RECORDS Life of | Paper
: Equipment
| A28
ROAD IMPROVEMENT RECORDS Permanent ‘l Paper
l
| A-26 | l

SAQ/LGRP-RC2-{Inst) Revised February 2012




Ohio Historical Society Page.. o ...
State Archivas of Ohio
Local Government Records ngram
800 E. 17 Averue
Columbus, Olio 432171-2497
Section E: Records Relention Schedule
Canaan-lownship. Morow County
{foca! government entity) funit)
&) 2) (3 @ O 16)
Schedule Record Title and Description Retention Media Foruse by | RC-3
Number Period Type Audltor of | Require
Stateor | byOH:
. gy _OHS-LGRP LGRP
11 ROAD MILEAGE/LOG REPORTS Permanent | Paper
| A27
HYDRANT LOCATION RECORDS Permanent | Paper
A-28
DITCH RECORDS Permanent | Paper
A-29
FIRE PROTECTION CONTRACTS 18 years Paper
A-30
CERTIFICATIONS OF PUBLISHING LEGAL 2 years Paper
NOTICES @
A-31 .
BIDS ~ SUCCESSFUL AND UNSUCCESSFUL | 3 years Paper
A-32 ) : CJ :
CONTRACTS & AGREEMENTS 15 years Paper
A-33
ISSUE ONE GRANT FOR ROADWORK Permanent | Paper
| A-34 § | SR W
5 INSURANCE POLICIES 2 years Paper
after o
A-35 expired o
LEVY FILES Life of Levy | Paper
plus one -
A-38 year o ! .
LEASES 5 years Paper
after m
A-37 expiration i
OFFICIALS BONDS 10 years Paper
after end of
A-38 pffice {or Q
o fongen _
EMPLOYMENT RECORDS (PAYROLL Permanent | Paper 41
RECORDS) Cl
A3 L |

SAD/LGRP-ACEZ-(Inst.) Revised Fabruary 2012




Ohio Historical Society
State Archives of Ohio
Local Government Records Program

800 £, 17" avenue
Columbus, Ohic 43211-2487

Section E: Records Hetention Schedule

CanasnTtownshio Morrow Counby
SA-GWRERHP MO OW-lounly

Page  of

{local government entity)

{unit)

(1 ) B @3) (@)
Schedule Hecord Title and Description Retention Media
Number Period Type
W.2's 4 fiscal Paper
', years
| A-40 i
Wed's Untit Paper
superseded
A-41 or ;
employes .
terminates
PER DIEM ACCOUNT RECORDS & TRUSTEE | 3 years Paper
MONTHLY LOGS
AA2 :
OPERS MONTHLY REPORTS | 60years Paper
A43 R B S
PAYROLL RECORDS ANNUAL 60 years Paper &
&AM e Pe— 1 AR OB - B
PERSONNEL RECORDS 60 years Paper ;
A-45 [
PLATS & MAPS Appraise Paper ik
for
| A-48 historical
......... yaiue
BURIAL TRANSIT PERMITS 5 years Paper
A-47 hty
i BURIAL BECORDS Permanent | Paper
A-48
CEMETERY FUND RECORDS Permanent | Paper
A-49
CEMETERY PLATS Permanent | Paper
A-50
CEMETERY DEED RECORDS/CEMETERY Permanent | Paper
{ LOT SALES
| A-51
BIRTHS & DEATHS Appraise | Paper
w gleath cert1frecies for
A-52 - : viach historical
TORRARL s Il | vatue
~ Founenie saane burials
g HpUensd
SAQ/LGRP-RC2-(Inst.) Revised February 2012 o
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Ohio Historical Society
State Archives of Ohic
Local Government Records Program

800 £, 17" Avenue
Columbus, Ohio 43211-2487

Section E: Records Fstention Schedule

~Maorcow. Cou niy

Page ___ of

{incal government entity} {unit)
(1) @ TR ® @)
Schedule Hecord Title and Description Retention Media
] Number Period Type
I CEMETERY CARE/MOWING CONTRACTS 15 fiscal Paper
! years
PUBLICATIONS OF THE TOWNSHIP Permanent, | Paper Fiorp MR
{(Newsietisr) retain 2
A-54 copies
ROAD INSPECTION REPORTS 5 Years or Paper
more
A-55
HMEALTH INSURANCE REIMBURSEMENT 10 year Paper
RECORDS D
A-56 i o
TRACTOR INSPECTION/MAINTENANCE Life of Paper '
RECORDS {ROADSIDE MOWER) Vehicle e
A-BTY Fo e <
- GRANTS-ISSUE ONE TRE6-PHASE ONE | Permanent | Paper & i
Digital @/
: A-LE ; _3 2 '. ::-';:. i
L
| I ; :
O L E N T

SAG/LGRP.-RC2-(Inst) Revised February 2012




SOLUTION
Dated  4-/4#-pf -2

The Board of Trustees of Canaan Township, in Morrow County |

Ohio met in Regular session on the / %day of Q/M , 20 039 , at the office

of Canaan Township, 2170 State Route 95, with the following members present:

Tl Etredl sdagera
Vo Sphns Lylew
s, 19005 1B Haco

‘7%(/‘11 m\/ moved the adoption of the following Resolution:

BE IT RESOLVED by the Board of Trustees of Canaan Township,




Form RC-2 Page 1 of 4

. SCHEDULE OF RECORDS RETENTION AND DISPOSITION

Canaan Township, Morrow County o
(1) TO: Records Commission

(2) FROM: Canaan Township

(3) Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of in violation of
this schedule. No record shall be destroyed if it pertains to any pending case, claim, or action. When

] t lease stipulate:
records listed on this form are to be microfilmed anfi ;E;i originals de(;{%_eg g A W //0 P

4) A Is:
( )Atﬁﬂg?i;aeg department official: ._QZ‘? /@ij; A,Zbu W/ / / / /O/ Y7

Name, title

Chairman, Records Commission: ﬂ/ / #"f/ el
. ijw W i
Ohio Historical Society: - ”/ 2—77%9 /

Name Date
Auditor of State, Bureau of % (( /Jr \/ DA / 7 .
Inspection and Supervision: 4, /(n / ¥4 ‘577
Name Date
Sc o | (6) | R t(T)t' For us b(B} roving
hedule ; - etention or use by app
srrdsise Record title and description period ageyrf"ncies
87-1 Accident Reports . 2 years,provided
no claims pending
87-2 Account Record(507.04 ORC) 10 years afteflast
entry,provided
audited=
87-3 Animal Claims 3 years, provided
audlted
87-4 | Annual Budgét Resol Gfien Liuig | TrTwmees
document and December amendements) Incorporate 1ir
) in Minutes (Pioceedings);
RO — . retain copies |5 years.
87-4 Annual Plnanc1al Report to Auditor -
of State ] Permanent
87-5 Annual Inventory (505.04 ORC) 3 years, provided
e e B audited
87-6 Annual Report Permanent
87-7 Applications for Employment Retain with pdrsonnel

87-
V7=

o

record if applicant
employed; othdrs 1 vear

-8 Apporprications Ledger - 5 years, provided
S L o ~taudited=
87-9 | Audit Reprots Permanent

10 Bank SLaLements(Reconc111at10ns) 3 vears, provided
audited®

11 Bank Deposit Slips 3 years, provided
. audited=*
12 | Bids (Successful) _ 15 years

13 Bids (Unseccessful) 2 years, provided

87—

audited¥




Form RC-2 : " Page__2 of 4

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
. CONTINUATION SHEET

Sncl?rigglre Record title and description Rgﬁg'{?n ; For ussgt;%;ggrovmg
"87-14 Board of Education Minutes Permanent ﬁ@/ﬁ/z‘(;m ew,fgwb?@’ﬁ ot
87-15 Board of Health Records Appraise for /
Historical Value
87-16 Board of Zoning Appeals Case Files Permanent
87-17 Board of Zoning Appeals Minutes 4‘._ o ,
1(519.15 ORC) Permanent L1151 et é@ﬁmobjﬁﬂibu#
87-18 Bond Register (Revenue Bonds) Permanant ;
87-19 Bonds, Officials 10 years aftefp
termination of
officer or employees )
87-20 Bonds, Revenue (and Redeemed CouponsP2 years after 7ﬁ7ﬁdﬁi jmﬁ(f%&db
redemption, provided o WW&./
audited A&»zq{awwﬁ. 2Y
87-21 Budgetary and Fiscal Worksheets 3 years, provided
audited™
87-22 Burial Permits/Burial Transit Permitf5 years
87-23 Burial Records/Internment Records Permanent
87-24 Cancelled Checks 3 yvears, provided
audited®
87-25 Cash Book/Cash Receipts and
Expenditures Journal 3 years, provjded
& audited® N
37-26 Cemetery Deed Records (517.07 ORC) Permanent 5
87-27 Cemetery Lot Record (517.07 ORC) Permanent Kuh&&g‘g@&am% DALY
87-28 Cemetery Plat (517.06 ORC) Permanent ¢ '
87-29 ~ Chattel Mortgage Record Appraise for -
Historical Value
87-30 Check Register (Stubs or Duplicate
copy of check) 3 years, provided
auditedw
87-31 Civil Defense Records Appraise for
. Historical Value
8§7-32 Constables Records Appraise for
Historical Value
87-33 Contracts and Agreements 15 years
87-34 Correspondence 1-5 years
87~35 Ditch Applications Permanent
87-36  |[Ditch Plats and Profiles ) Permanent
87-37 Easements Permanent
87-38 Enumerations of School-Aged Youth Permanent /Q%&%m/(éwﬁdgfyj DEL
87-39 Fire Reports/Fire Run Record 5 years ’ 4
87-40 Income Tax Returns 6 years
87-41 Insurance Policies 2 years after
expiration, provided
all claims arg
settled
—~87-42 Justice of the Peace Case File Appraise for
Historical Value
87-43 Justice of the Peace Civil Dockets Appraise for
Historical Value
87-44 Justice of the Peace Criminal Docket| Appraise for
Historical Valjue




Form RC-2 " Page__ 3 of 4

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

= CONTINUATION SHEET
Schedule 3 ;e Retention For use by approving
nifmkser Record title and description period ag eﬁ;mcie;s
'87-45 Leases 2 years after
expiration, ptovided
i auditeds
87-46 Ministerial Lands Records Appraise for
Historical Va.;e
87-47 IMinutes(Proceedings) of the Lo j .
Township Trustees (507.04 ORC) Permanent Abmaﬁﬂéhwwﬁﬁm%’ e
87-48 Pay-In Orders (Receipts) 3 years, provided
audited®
87-49 Payroll Records (Individual's
. . Annual Record) 60 vears
87-50 Payroll Records(Biweekly Records) 3 years, provided
audited®
8§7-51 Permits and Liceses 1 vear after
expiration, ptovided
auditedw
il Personnel Records 60 years
87~53 Plats and Maps Appraise for
Historical Value
87-54 Poll Books and Tally Sheets Appraise for
— Historical Value
7-55 Poor Relief Reports Appraise for
o Historical Value
87-56 Publications of the Township Retain 2 copilgs
_ ) Permanent
87-57 Record of Estrays(Stray Animals) Permanent i _ 5
87-58 Record of Marks and Brands(507,050RC)Permanent Zkbmﬁﬁdfﬁﬂaﬁévw B
87-59 Record of Teachers Examinations Appraise for [
Historical Value
87-60 Register of Voters Permanent %ﬁm@@g,aﬁgwgﬁﬁ@ LEY-
87-61 Requisitions (with Related Invoices ‘ ‘
and Purchase Orders) 3 years, provided
audited
87-62 Resolutions (copies) Retain copies
5 years after
incorporation
in Minutes
o _ (Proceedings) _
87-63 Road Record (507.05 ORC) Permanent ,éﬁ@%ﬁw{éhﬁé&éwﬂ% s
87-64 Semi-Annual Apportionment of Taxes 5 years . /
8§7-65 Soldiers Relief Records Appraise for
Historical Value
87-66 Specifications Books Incorporate
1l copy with
. Contracts
87-67 Statements of Account for Per Diem
= and Services (505.24 ORC) 3 yvears, provided
audited
87-68 School Fund Account Record Appraise for
Historical Value




Form RC-2 " Page of
. SCHEDULE OF RECORDS RETENTION AND DISPOSITION
—~ CONTINUATION SHEET
S:Eriglélf Record title and description Rggar?;hqn ik US: g?r; gzgrovmg
'87-69 Teachers Term Record (School
Registers, Pupil Record) Appraise for
. Historical Value
87-70 Vouchers 3 years provided
) audited
87-71 {W-2 Forms 6 years
87-72 W=4 Forms Until superceded
or employee
: ; o ) _ terminates
87-73 Workers Compensation Claims 10 years afteq
date of final
. _ payment
87-74 Zoning Permit Applications 1l yvear after

final dicisioq
rendered

"Provided Audited" means the recornd
series has been audited by the Auditgr
of State and the audit report releasegd,




\ﬁf/}/, sxﬂfiw_,a/ seconded the Resolution and the
e g /

roll being called upon its adoption the vote resulted as follows:
/171 »J@fﬂ,u,a {
s (g

Adopted W /95%/5// 2408

Fiscal Officer
Deana Detwiler




THE STATE OF OHIO MORROW C OUNTY, ss:
I, Deana Detwiler, Fiscal Officer of the Board of Trustees
of Canaan Township, in Morrow
County Ohio, and in whose custody the Files, Journals and Records

of said Board are required by the Laws of the State of Ohio to be

kept, do hereby certify that the foregomgm O{ M W

Resolution is taken and copied from the original Resolutlon now on

file with said Board, that the foregoing Resolution has been compared
by me with the said original and that the same is a true and correct

copy thereof.

WITNESS my signature, this /%L( day of W ,20 D f
/

Deana Detwiler, Fiscal Officer




