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See instructions before completing this form. Must be submitted with PART 2 

Section A: Local Government Unit 

Belmont County Commissioners' Office 

(local government entity) (unit) 

^ / y i < Laura Ellis Records Management Coordinator / . . 
^rW L UJL 

(signature of responsible official) (name) (title) (date) 

Section B: Records Commission 

Belmont County Records Commission 740-695-2121 

(telephone number) 

101 West Main Street St. Clairsville 43950 Belmont 

(address) (city) (zip code) (county) 

To have this form returned to the Records Commission electronically, include an email address: 
LElIis@belmontcountyohio.org 

I hereby certify that 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. I 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 knowingly disposed of which pertains to any pending legal case, claim, action or request. This action is 

Section C: Ohio History Connection - State Archives 

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

(local government entity) (unit) 

Section D: Auditor of State 

f . eecsA / 2 - 3 ' f S -
Signature Title 

Please Note: The State Archives retains RC-2 forms permanently. It is strongly recommended that the 
Records Commission retain a permanent copy of this form 

Date 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention Period 

(4) 
Media 
Type 

(5) 
For use by 
Auditor of 
State or 

LGRP 

(6) 
RC-3 

Required 
by 

LGRP 
C18-1 Accident Reports/Files 

-Bodily injury to non-
employee 

-Employee injury reports 
-Damage to county vehicle 

-6 years provided no 
action pending 

-Place in personnel 
file 

-6 years provided no 
action pending 

Paper/Electronic 

CI 8-2 Agendas 
A list of items to be discussed 

in the Commissioners' 
meetings 

2 years Paper/Electronic 

CI 8-3 Agricultural Society Files Permanent Paper/Electronic 
CI 8-4 Annexation Files 

Petition for annexation and 
related files to change 

boundary lines or township 
and municipal governments 

Permanent Paper/Electronic 

y 

C18-5 Annual County Budgets 
Annual fiscal allocation to 

county offices and 
departments 

10 years Paper/Electronic 

CI 8-6 Annual Reports 
A report containing 

substantive information of 
operations, policies, 

procedures, and planning 

Permanent Paper/Electronic 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014 
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2 
See instructions before completing this form. 

(local government entity) . (unit) 

CI 8-7 Application for Employment 
(Unsucccssful/Not Hired) 

Application submissions for 
open job positions not chosen 

for employment. Includes 
unsolicited resumes. 

6 years Paper/Electronic 
Audited 

encomPi 

have bee 
Auditor Q 
3Udif rem 

means. 
»ssed b 
n auditt 
f State 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 

C18-8 Auction Files 
Record of all property sold at 

auction 

3 years after audited Paper/Electronic | 
V 
leased j 
>ec. 117.2 

W has l 
>ursuan 
VO.RC 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 

CI 8-9 Audit Reports (Federal, 
State and Internal) 

ORC 117.26 Financial 
examinations and reports 

issued by the Federal 
Government, Auditor of State, 
independent auditing agencies 

or conducted internally 

5 years Paper/Electronic 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 

C18-10 Auditor's Certificates of Est. 
Resources (Title Varies) 

2 years Paper/Electronic 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 

C18-11 Bids 
-Successful 

Records documenting 
publicizing, hearing, and 

awarding quoted bids from 
vendors for services or 
merchandise including 
bonding information, 

specification sheets, bid forms 
and amounts, references, etc. 
Incorporate into contract file. 

8 years (O.R.C. 
2305.06) 

Paper/Electronic 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 

C18-12 Bids 
-Unsuccessful 

Bids not awarded 

2 years after letting 
of the contract 

Paper/Electronic 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 

C18-13 Board Appointments 
Appointments to and 

resignations from county 
boards, commissions, and 

agencies 

10 years Paper/Electronic 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 

C18-14 Board of DD/MRDD Files Permanent Paper/Electronic 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 

CI 8-15 Bond Documents IRS Rule 5.70. 
Retain for 3 years 
after the last bond 

has been retired, or, 
if, applicable, until 3 

Paper/Electronic 

the years 
V the records 
-d by the 
1r*d the 
ieeri 
tto 
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2 
See instructions before completing this form. 

(local government entity) (unit) 

years after the last 
bond of the 

Refunding Issue has 
been retired. 

CI 8-16 Bond Register 7 years after final 
maturity of notes or 

bonds 

Paper/Electronic 

CI 8-17 Budget Documents (working 
papers) 

2 years Paper/Electronic 

C18-18 Budget Records 10 years Paper/Electronic 
C18-19 Cash Advances 3 years provided 

audit 
Paper/Electronic 

CI 8-20 Choice Spending Documents 4 years Paper/Electronic 

CI 8-21 Claims and Litigation 
Records 

5 years after case is 
closed and appeals 

are exhausted 

Paper/Electronic 

CI 8-22 Commissioners' Journals 
Ojficial record of various 

proceedings of the County 
Commissioners including 
resolutions, petitions, tax 

levies, road construction, and 
other operations of the county 

Permanent Paper/Electronic 

CI 8-23 Commissioners' Journal 
Index 

Indexes by volume and page 
number all matters brought 

before the board, including a 
brief synopsis of the 

proceedings 

Permanent Paper/Electronic 

y 

CI 8-24 Commissioners' Resolutions 
Written motions considered by 
the board of Commissioners 

officially documenting certain 
actions 

Permanent in 
Commissioners' 

Journal 

Paper/Electronic 

CI 8-25 Continuing Education 
Certifications/Class/Seminars/ 
Training Attendance Records 

Place in personnel file Paper/Electronic 

CI 8-26 Contracts 
ORC 2305.06 Legal agreements 
with individuals, organizations, 

8 years after expiration Paper/Electronic 
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