L

Ohio History Connection Page | of @
State Archives of Ohio

Local Government Records Program

800 E. 17" Avenue

=
o H ' o Columbus. OH 43211-2474

HISTORY

CONNECTION
RECORDS RETENTION SCHEDULE (RC-2)- Part 1

Sec nstructions before completing this Jorme Must be submiited with P 1R

Section A: Local Government Unit

Ross County Sherifl™s Office

7

"LX (unit)
E e George W, Lavender, Jr. sherill’ 3182016
v >
rd

urc‘ol\'rc-epumihlc officialy  / (name) (title) (date)

{sign

|
k“j ‘\\
Section B: Records Commission -

e W _ Records Commission ?49___702-.3085
(lelephorte number)

2 N. PAINT STREEL, SUITE H, CHILLICOTHE, OHIO 45601 ROSS

tiddress) {eity) (ip code) (county )

Fo have this form returned 1o the Records Comupnssion electranically. mclude an eminl address:

rosscome Lklrosscountyohio. gov

I hereby certify that our records commnission mel 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 ta prevent
these reeords series Trom being destroved. transferred. or otherwise disposed of in vielation of these sehedules and that no record
will he' kijowingly disposed of which pertains o any pending legal case, claimy, action or vequest. This action is reflected in the
mingdtes Hept by this commission.

pe LGN XK;.:{/?(/&

It{m’g{( omumission Chaiv Signature Date

Section C: Ohio History Conneetion - State Archives

’ﬂ-;v 2%;){1.;:;{—" ::_Z-’ﬂ'i “f‘iiﬂ g “;f A zc"'ﬁﬁ-‘

Signature Title Date

A ting ): I-\tuh!ur of State

/ﬁl /// { ’t.’;‘r}-“’”‘s /‘7/47,-‘; ¢y A/-7&

Signature Fitle ' Date
Please Note:  The State Arciiives retains RC=2 forms permanently. It is strengly recommended that the Records Commission
retain a permaient copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014
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Page 4 of 6 )
Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructions Iu',rm-c-mmp!t'rmg this form

Ross County Sheriff’s Office
thocal overnment eniny) 7 7 R _mtn:r7 o o T
B T R T I B N
Schedule Record Title and Description Retention Media For use by RC-3
Number Period Type Auditor of | Required
State or by
I PSSR L R CUIPRIRR, e
C-1 Bank Statements from Various Accounts | 3 yrs. after | Paper
S, N o |Audit | SR N 1
C-2 Budget Preparation Documents 4 yrs, Paper 0
-3 Cancelled Checks from Various "o_}rs after Paper I o
I Accounts | Audic | o
C-4 Cash Books from Various Accounts 3 yrs. after | Paper
N P _ | Audit 4+ 1.0
-5 Former Personnel Folders Permanent | Paper
except [:'
extrancous i
VUV [PPSO W 1. IS WS N S
-6 Inventory 3 yrs. after | Paper
FRRII NP S LS Y . ; S
B Law Suits against the Office S yrs. after | Paper T
Final t O
ol g e : | Hearing W S
C-8 Employee Leave Balances Permanent | Paper -
F -2 T ‘Miscellancous Grants Syrs. after | Paper
_  Audit | N —_
C-10 Miscellancous Receipt Books 2 yrs. after | Paper
| et} Amdit ] | 0 | [
c1n | ) i’ay-ins 3 yrs. after | Paper
. S _Auwdie || L
c-12 | o Payroll 3 yrs. after | Paper
B Audilr _ b __I;:l o
C-13 Phone Logs Retain Paper
until no ]
longer
administra
-tively
- __ | hecessary N PR S
|— C-14 Sheriff Sales Syrs. Paper
| fimronan 3 m
. cccbakis
| - Ay SIS I3 PRl SLO N te L

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




age 3 of 6

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

Nee instructions hefore t.'rnupfn'fmg this form

Ross County

Hoeal sovermment eniity

SAOQ-/LGRP- RC-2 (Part | & 2). Revised August 2014

T et ey ————
Schedule Record Title and Deseription
Number

C-15 'l'raﬁscriﬁt_s“ '( I n\;ngut;f:) '
c-16 | Vouchers/P.0."s
7 WebCheck Invoices
C-18 Writ of Possession Paperwork
19 UCR Reports
20 CCW Criminal Records Checks
C-21 -("-('-W-Appl'icaﬁm'l-s T
C-22 Appraisers’ Appointﬁlits:_ ]
D1 Detective’s I;_wstigntive- Folders
| (Arsons, Homicides, ete.)
J-1 Bond Receipts
J-2 C ‘(.Iilimput;ns o
J-3 ) (fgmnliséilry Records
J-4 Daily Jail Activity Logs
(Day-end Jail Reports)

Sheriff’s Office
mmr o -
3 @ e T W
Retention Media Foruseby | RC-3
Period Type Auditor of | Required
State or | by
L | _LGRP | LGRP |
Permanent | Paper D
3 yrs. after | Paper ;
Audit | O
3 yrs. after | Paper - !
Awdit. | | [
S yrs. Paper ﬁ}
- - O
Jyrs. Paper
SR R R A
20 days Paper
after D
issuance of
license or
after
completion
of appeals
process | . -
1 yr. after | Paper
| expiration | | | []
10 yrs. Paper
i A— L
Permanent | Paper O
3yrs. Paper I D——
2 yrs. Paper 0
2 yrs. after | Paper
_Audit | U
3 yrs.if no | Paper
. action []
| pending. -
il
L0



Page 4 of &
Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructions before completing this form.

Ross County Sheriff's Office
(ocal government entity) - (unit) -

(1 @) @ | @ (5) (6)
Schedule Record Title and Deseription Retention Media For use by RC-3
Number Period Type Auditor of Required

State or by
b | B o o LGRP _ LGRP
J-5 Expungements Destroy all | Paper
files, ]
records, &
computer
references
upon
receipt of
the
Expunge-
ment
Order
from a
R = o _Court.
J-6 Headcounts 2 yrs. Paper ]
J-7 Housing Billing 3 yrs. after | Paper
o Audit - O
J-8 Inactive (Deceased) Inmate Files Permanent | Paper E’/
. S B NI
J-9 Inmate Medical Records L Gyrs Paper -
J-10 Inmate Money 3 yrs. after | Paper
R Audit | -
"""" J-11 | Phone Card Order Forms 2 yrs, after | Paper
B - Audit ]
J-12 Training Records Place in | Paper
Personnel O
PSS S File g —————
J-13 Visitation Records 1yr. Paper
J-14 Warrants to Convey/Remove 2 yrs. Paper -
)15 Accreditation Files Jyrs Paper .
- el

SAO-/LGRP- RC-2 (Part 1 & 2). Revised August 2014
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Page _ S _of

Section E: RECORDS RETENTION SCHEDULE (RC-2) — Part 2

See instructions before completing this form,

SAO</LGRP- RC-2 (Part | & 2). Revised August 2014

Ross County Sheriff's Office
tlogul g:\;‘:rnmcnl U‘lll;ll)) - o (unit) o
M (2) [K) (4) ® © |
Schedule Record Title and Description Retention Media For use by RC-3
Number Period Type Auditor of | Required
State or by
R e [ ) o LGRP LGRP
J-16 Professional Conduct Investigations 5 yrs. after | Paper
settlement ]
of
investigati
on
providing
no
pending
o L litigation -
J-17 Surveillance Recordings 1 system | Video
cycle 1
provided
no action
. . p— pending |
R-1 9-1-1 Logs 2 yrs. Paper
B , = — [J
R-2 9-1-1 Tapes 2yrs Audio
| ) - | (Taped) L]
R-3 Accident Reports 3 yrs. Paper 0]
R-4 Cruiser Check Sheets 3 yrs. Paper 0]
R-5 D.A.R.E. Account Records 2 yrs. after | Paper
o _Audit . []
R-6 Special Detail Records 5 yrs. Paper g_
R-7 Handwritten Logs 3 yrs. Paper i c
R-8 Jr. Deputy Account Records 2 yrs. after | Paper
e ; - | Audit L
R-9 Offense Reports 5 yrs. Paper
R-10 Photos associated with Reports 5yrs. Paper 0
e = . 1 vears
T R-11 Canine Records 3yrs Paper h 5
Bl o d v thno
. N o ) fihe
GON
WO



See instructions before completing this forne.

Page ¢ of
Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

Ross County Sheriff's Office
{local government entity) {unit)

(0 (2) » (4) (5 (6)
Schedule Record Title and Description Retention Media For use by RC-3
Number Period Type Auditor of | Required

State or by
iiiiiii o LGRP LGRP
R-11 Drug Law Enforcement Fund (DLEF) | 4 yrs. after | Paper ]
L Records Audit .
R-12 Federal Law Enforcement Trust Fund | 4 yrs. after | Paper ]
(FLETF) Records Audit
R-13 Furtherance of Justice Fund (FO.) 4 yrs. after | Paper ]
~ Records Audit N o
R-14 Law Enforcement Trust Fund (LETK) 4 yrs. after | Paper I:f
. T Records Audit | i
R-15 Special (Reserve) Deputics Commissions | 5 yrs. after | Paper L]
expiration
of
Commission

_____

SAO-/LGRP- RC-2 (Part | & 2). Revised August 2014




10 Ohio Historical Society Page 1 of 2
B1S70RYT State Archives of Ohio T e S
V Local Government Records Program | OHIQ HISST *?R'Q‘E‘ff’ﬂtw]
N 800 E. 17 Avenue T
Columbus, Ohio 43211-2437 j M&g -4 :?.1 t’:‘) i
“UREANG(OGAT |
/5 < -
RECORDS RETENTISNSEHEBULE (RC-2)
See instructions before completing this form.
Section A: Local Government Unit
Ross County Ohio Sheriffs Office
{locel government entity) (unit)
"’(_[:;&::. <@. l%:.-\pb Cu-.. Colonal Thomas J. Hollis 02/20/2013
(signature of responsible official) (name) (title) (date)
Section B: Records Gommission
ROSS COUNTY, OHIO 740 702-3085
Raeards Commission (telephone number)
Z N. PAINT STREET, SUITE H CHILLICOTHE OHIO 45601
(address) (city) (zlp code) (county)

To have this form retumed to the Records

Commission electronically, include an email addreas: ros scomelk@bright .net

| hereby certify that our records commission met in an open meeting, as raquired 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
serles from being destroyed, transferrad, or otharwise disposed of in violation of these schedules and that no record will be knowingly

disposed of which pertains to any pending
commission.

/L_M,Qf&wzé

legal cass, claim, action or request. This action is reflected in the minutes kept by this

FEBRUARY 25, 2013

Records Commission Chair Signkfure

JAMES M. CALDWELL Date

Section C: Ohio Historical Society - State Archives

Yo DV gt

Signature Title / pate
tion P: Auditor of Stata
%' g feu A 314~ /3
Signature Date

Please Note;
it is stronaly recommended

The Stata Archives retains RC-2 forms permanently,
that the Records Commission retain a permanent copy of this form

SAOILCGRP-RC2-(Inst.) Reviscd Fcbruary 2012



Ohio Historical Society
State Archives of Ohio
Local Government Records Pragram

8OO E. 17" Avenue
Columbus, Ohio 43271-2497

Section E: Records Retention Schedule

Page 2 of 2

{local govemment entity) (unit)
Sch‘;t}lule Record Title aﬁ’d Description Retgl}tion Mf:d)ia
Number Period Type
J-2 03a | Inactive inmate Files:All Files Prior To 1/01/1299 | Permanet Paper -
J-2 03D | tnactive Inmate Files:All Files After 12/31/1998 Permanet Digital £ [Z! :
ey
- O
- [
o
.
el

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



I3 5 aio History Connection
E State Archives of Ohio

S

Page 1 of5
Local Government Records Program

AT 800 E. 17" Avenue
0 H ' o Columbus, Ohio 43211-2474
614.207.2553
L H | S TO RY localrecsiiohiohistory.org
CONNECTION www.ohiohistory.ore/ler

RECORDS RETENTION SCHEDULE (RC-2)— Part 1 Addjtion
See instructions before completing this form. Must be submitted with PART 2
h

Section A: Local Government Unit
Ross County Sheriff’s Office

(Local Government Entity) (Unit)

George W. Lavender, Ir. Sheriff 12/15/2017

} ' sible Official) /\ (Name) (Title) (Date)

Sl

l Section B: Records Commission

Ross County. Ohio Records Commission 740-702-3085

|
|

(Telephone Number)
2 N. Paint Street, Suite H Chillicothe 45601 Ross
] (Address) 7 (City) (Zip Code) (County)

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

rosscomcelk@bright.net

|
i
|
|
|
|

| form and any continuation sheets. 1 further certify that
| transferred, or otherwise disposed of in violation of these schedules and that no record will b

Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

Signature Title Date
\

Section D: Auditor of State
| Signature Title Date

Please Note: The State Archives retains RC-2 Jorms permanently. It is strongly recommended that the Records Commission retain a permanent

copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017
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See instructions before completing this form.

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

Page 2 of 5

e e S —

(Local Government Entity) (Unit)

(1) (2) 3) 4 5 (6)
Schedule Record Title and Description Retention Media Type For use by RC-3
Number Period Auditor of Required

State or by
. LGRP LGRP
Former Personnel Folders Until Paper
C-5a scanned &
digital D
images
quality
checked
C-5b Former Personnel Folders Permanent Digital

o o oo oo oo Qg o g g

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017
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Ohio History Connection Page 1 __of 2

"‘
V—l State Archives of Ohio
gt Local Government Records Program
- 800 E. 17™ Avenue
o H I o Columbus, OH 43211-2474

HISTORY

CONNECTION

RECORDS RETENTION SCHEDULE (RC-2)- Part 1 Addrtion

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

Section A: Local Government Unit
Ross County Sheriff’s Office

(local government entity) - (unit)
/1 o George W. Lavender, Jr. Sheriff 11/28/2016

(signature of refponsible oﬁ'ﬂal) (name) (title) (date)
2 gL, 2o A
W
Section B: R{ Commission
Ross County, Offio Records Commission 740-702-3085

(telephone number)

2 N. Paint Street, Suite H Chillicothe 45601 Ross

(address) (city) (zip code) (county)
To have this form returned to the Records Commission electronically, include an email address:
rosscomclk@bright.net

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. 1 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 reflected in the
minutes kept by this commission.

Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

Signature Title Date

+ Section D: Auditor of State

Signature Title Date
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

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.

Ross County Sheriff’s Office

(local government entity)

(unit)

) @ ) ) ®) (6)
Schedule Record Title and Description Retention Media For use by RC-3
Number Period Type Auditor of | Required
State or by
LGRP LGRP
J-8a All Criminal History Files Until Paper
scanned & D
digital
images
quality
checked
J-8b All Criminal History Files Permanent | Digital
L]
L
[
H
[

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




