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Finance Accounts and Audits 801 Plum St. Rm 246 General Division Records

Finance Accounts and Audits 801 Plum St. Rm 246 08-01 Accident Reports (this division 
only)

3 years after claim 
is settled Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-02 ID Badges 
Destroy upon 
termination w/o 
RC-3E

Plastic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-03 Correspondence (this division only) 5 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-04 Division Budget Information 3 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-05 Document Files & Index (includes 
deeds, easements, & leases) Permanent Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-06 Employee Time Sheets 3 years Paper 11/19/2009 Creager, Kathleen
Finance Accounts and Audits 801 Plum St. Rm 246 08-07 Invoices (this department only) 10 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-08 Travel Expense Records (this 
division only) 5 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-09

Ordinances & Resolutions (copies 
of city ordinances & resolutions - 
record copy in Clerk of Council's 
Office)

10 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-10
Performance Bonds (bonds on City 
officials & employees - ORC 
2305.12)

After project is 
successfully 
completed and 
accepted

Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-11 Personnel Files (this division only)
3 years after 
employee leaves 
this division

Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-12 Records Retention Documents 25 years Paper 11/19/2009 Creager, Kathleen
Finance Accounts and Audits 801 Plum St. Rm 246 08-13 Records Requests 2 years Paper 11/19/2009 Creager, Kathleen
Finance Accounts and Audits 801 Plum St. Rm 246 08-14 Requests for Proposals 2 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-15 Unemploymnet Compensation 
Records

3 years after 
audited Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 Financial Operations Records 11/19/2009 Creager, Kathleen
Finance Accounts and Audits 801 Plum St. Rm 246 08-16 Accounting Journal 10 years Electronic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-17 Bids & Computations 3 years after 
audited Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-18
Cash Receipts & Cash 
Disbursements (daily, monthly, & 
distribution by department)

3 years provided 
audited Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-19 Classified Expense Report 10 years after 
audited

Paper 
through 
2004; 
thereafter 
Electronic

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-20 Closed Projects 10 years Electronic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-21 Contracts (copies of all City 
contracts - ORC 2305.06) 15 years Paper 11/19/2009 Creager, Kathleen
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Finance Accounts and Audits 801 Plum St. Rm 246 08-22 Detail Purchase Order Report 10 years after 
audited

Paper 
through 
2004; 
thereafter 
Electronic

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-23 Detail Receivable Report 10 years after 
audited

Paper 
through 
2004; 
thereafter 
Electronic

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-24
Interdepartmental Billing Register 
(printout showing interdepartmental 
billings in City government)

10 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-25 Net Revenue Detail Report (print-
out of city revenues)

10 years after 
audited

Paper 
through 
2004; 
thereafter 
Electronic

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-26 Project Status Reports 10 years after 
audited

Paper 
through 
2004; 
thereafter 
Electronic

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-27 Reconciliation Sheets - Bank 
Accounts

3 years provided 
audited

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-28

Reports - Interdepartmental 
Uploads (receipts & expenditures:  
gas disbursements report, register 
of interdepartmental billings, 
equipment rental billings, etc.)

10 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-29 Settlement Sheet or Tax 
Distribution from County Auditor 10 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-30 Statement of Balances 10 years after 
audited

Paper 
through 
2004; 
thereafter 
Electronic

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-31 Tax Settlement Reports 3 years Paper 11/19/2009 Creager, Kathleen
Finance Accounts and Audits 801 Plum St. Rm 246 08-32 Transaction Register 10 years Electronic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-33 Trial Balance 10 years after 
audited

Paper 
through 
2004; 
thereafter 
Electronic

11/19/2009 Creager, Kathleen
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Finance Accounts and Audits 801 Plum St. Rm 246 08-34 Voucher Registers 10 years after 
audited

Paper 
through 
2004; 
thereafter 
Electronic

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-35 Vouchers (invoices & packing slips 
may be attached) - City wide 10 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 Financial Reporting Records 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-36 Annual Financial Report (CAFR) Permanent

Paper 
through 
2001; CD 
thereafter

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-37 Annual Financial Report (CAFR) - 
work papers 10 years

Paper 
through 
2004; 
Electronic 
thereafter

11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-38 Audit Report of State Examiner 
(Financial Audit and A133 Audit) 10 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-39 Certificate of Resources 10 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-40 Comparative Statement of 
Revenue & Expenditures 10 years Paper 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-41 Fixed Asset Records 10 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-42 Tax Record (1099s) 7 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-43 Tenative Tax Budget 10 years Paper 11/19/2009 Creager, Kathleen
Finance Accounts and Audits 801 Plum St. Rm 246 Payroll Records 11/19/2009 Creager, Kathleen
Finance Accounts and Audits 801 Plum St. Rm 246 08-44 Payroll Registers (in CHRIS) 10 years Electronic 11/19/2009 Creager, Kathleen

Finance Accounts and Audits 801 Plum St. Rm 246 08-45 W-2 Records (year-to-date payroll 
register in CHRIS) Permanent

Paper 
through 
1998;  
Electronic 
thereafter

11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-01 Employee's Leave Request 3 years Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-02 Employee's Personnel Record
3 years after 
termination of this 
division

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-03 Payroll Sheets 3 years Electronic 11/19/2009 Creager, Kathleen
Finance Director's Office 801 Plum St. Rm 250 08-04 Purchase Orders 3 years Paper copy 11/19/2009 Creager, Kathleen
Finance Director's Office 801 Plum St. Rm 250 08-05 Time Sheets 3 years Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-06 Payment Vouchers (this division 
only) 3 years Paper copy 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-07 Employee Travel Expense Report 3 years from 
travel Paper copy 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-08 Department Budget 5 years Electronic 11/19/2009 Creager, Kathleen
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Finance Director's Office 801 Plum St. Rm 250 08-09 Records Requests 2 years Paper 11/19/2009 Creager, Kathleen
Finance Director's Office 801 Plum St. Rm 250 08-10 Records Retention Documents 25 years Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-11 Accident Reports (this division 
only)

3 years after claim 
is settled Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-12 Request for Proposals 2 years Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-13 Badges & IDs
Destroy upon 
termination w/o 
RC-3E

Plastic 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-14 Cash Receipts 3 years provided 
audited Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-15 Miscellaneous Bond and Note Files 10 years after 
issue redeemed Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-16 Bond Transcripts 10 years after 
issue redeemed Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-17 Call Notes 10 years after 
issue redeemed Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-18 Official Statement Permanent Paper 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-19 Correspondence:  Routine 1 year Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Director's Office 801 Plum St. Rm 250 08-20 Correspondence:  General 2 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-01 Time Sheets 3 years Electronic 11/19/2009 Creager, Kathleen
Finance Internal Audit Division 801 Plum St. Rm 138 08-02 Employees Leave Request 3 years In CHRIS 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-03 Employee Personnel File (this 
division only)

3 years from 
when employee 
leaves this 
division

Paper 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-04 Payroll Sheets 3 years In CHRIS 11/19/2009 Creager, Kathleen
Finance Internal Audit Division 801 Plum St. Rm 138 08-05 Purchase Orders 3 years Paper copy 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-06 Time Sheets 3 years
Electronic  in 
time keeping 
system

11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-07 Payment Vouchers (this division 
only) 3 years paper copy 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-08 Audit Working Papers
3 yrs from Audit 
issue or resolution 
of legal action

Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-09 Audit Reports 5 years Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-10 Continuing Education Records
2 years from end 
of compliance 
period

Paper form 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-11 Employee Travel Expense Records 3 years Paper form 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-12 Division Budget 5 years Electronic 11/19/2009 Creager, Kathleen
Finance Internal Audit Division 801 Plum St. Rm 138 08-13 E-mail audit related 3 years archived Electronic 11/19/2009 Creager, Kathleen
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Finance Internal Audit Division 801 Plum St. Rm 138 08-14 E-mail non-audit not policy one year archived Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-15 E-mail non-audit policy matters 2 years archived Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-16 Correspondence: Routine one year Electronic/Pa
per 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-17 Correspondence: General 2 years Electronic/Pa
per 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-18 Correspondence with Legislative 
Branch  3 years Electronic/Pa

per 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-19 Correspondence with Executive 
Branch 5 years Electronic/Pa

per 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-20 Audit Committee Meeting Minutes 7 years Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-21 Inner office meeting notes 1 year Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-22 Audit Work Plan 3 years from plan 
year Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-23 audit related phone messages 3 years, working 
papers

In Working 
papers 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-24 Manuals & Handbooks
until obsolete 
{keep one file 
copy for 5 years

Electronic/Pa
per 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-25 Records Request 2 years paper 11/19/2009 Creager, Kathleen
Finance Internal Audit Division 801 Plum St. Rm 138 08-26 Request for Proposal 2 years paper 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-27 Employee Performance Evaluation 5 years Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-28 Employee Disciplinary Action 3 years Paper 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-29 Employee ID Badge
Destroy upon 
termination w/o 
RC-3E

Plastic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-30 Accident Report (this division only) 3 years after claim 
is settled Paper 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-31 Records Retention Documents 25 years Electronic 11/19/2009 Creager, Kathleen

Finance Internal Audit Division 801 Plum St. Rm 138 08-32 Cash Receipts 3 years provided 
audited Paper 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-01 CRS Election Ballots 1 year electronic 11/19/2009 Creager, Kathleen
Finance Retirement 801 Plum St. Rm 240 08-02 Bank Statements 6 years after audit electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240
08-03

Committee minutes and All 
Associated Attachments and 
Reports.

Permanent electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240
08-04

Board of Trustees Minutes and All 
Associated Attachments and 
Reports

Permanent electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-05 Actuary Reports Permanent electronic 11/19/2009 Creager, Kathleen
Finance Retirement 801 Plum St. Rm 240 08-06 Investment Reports Permanent electronic 11/19/2009 Creager, Kathleen
Finance Retirement 801 Plum St. Rm 240 08-07 Division Budget 3 years electronic 11/19/2009 Creager, Kathleen
Finance Retirement 801 Plum St. Rm 240 08-08 Payroll Sheets 3 years electronic 11/19/2009 Creager, Kathleen
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Finance Retirement 801 Plum St. Rm 240
08-09

ID Badges
destroy upon 
termination w/o 
RC-3E

plastic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240
08-10

Personnel file (this division only)
3 years after 
employee leaves 
this division

electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-11
Accident Reports (this division 
only)

3 years after claim 
settled Paper 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-12 Employee Time sheets 3 years Paper 11/19/2009 Creager, Kathleen
Finance Retirement 801 Plum St. Rm 240 08-13 Requests for Proposals 2 years electronic 11/19/2009 Creager, Kathleen
Finance Retirement 801 Plum St. Rm 240 08-14 Travel Expense Reports 3 years electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-15 Cash Receipts 3 years provided 
audited electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-16
Payment Vouchers (this division 
only) 3 years after audit electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-17 Check Registers 5 years after audit electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-18 Contracts 5 years electronic 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-19
Cincinnati Retirement System 
Member's Loan Documents Permanent electronic/pa

per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-20
Cincinnati Retirement System 
Member's Benefit Calculations Permanent electronic/pa

per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240
08-21

Cincinnati Retirement System 
Member's Reciprocity -prior service 
credit documents

Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-22
Cincinnati Retirement System 
Member's Beneficiary Forms Permanent electronic/pa

per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240
08-23

Cincinnati Retirement System 
Member's Payroll Deductions 
(garnishments / child support)

Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240
08-24

Cincinnati Retirement System 
Member's Disability Application and 
associated documentation

Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-25
Cincinnati Retirement System 
Member's Enrollment Cards Permanent electronic/pa

per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240
08-26

Cincinnati Retirement System 
Member's Medicare and Health 
Care documents

Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-27
Cincinnati Retirement System 
Member's Medical Records Permanent electronic/pa

per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-28
Cincinnati Retirement System 
Member's Direct Deposit Permanent electronic/pa

per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-29
Cincinnati Retirement System 
Member's Election Form Permanent electronic/pa

per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-30
Cincinnati Retirement System 
Member's Death Claim Form Permanent electronic/pa

per 11/19/2009 Creager, Kathleen
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Finance Retirement 801 Plum St. Rm 240 08-31 Cincinnati Retirement System 
Member's Death Certificate Permanent electronic/pa

per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-32 Birth Certificates Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-33 W4 Form Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-34 Health Care Form Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-35 Military Service Purchase Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-36 Prior Service Buy-Back Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-37
Cincinnati Retirement System 
Member's Application for 
Retirement

Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-38
Cincinnati Retirement System 
Member's Return of Contribution 
Application

Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-39 Spousal Waiver Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-40
Cincinnati Retirement System 
Member's Affidavit for stop-
payments

Permanent electronic/pa
per 11/19/2009 Creager, Kathleen

Finance Retirement 801 Plum St. Rm 240 08-41 Record Retention Documents 25 years Paper 11/19/2009 Creager, Kathleen
Finance Retirement 801 Plum St. Rm 240 08-42 Record Requests 2 years Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-01 Annual Vendor Registration 3 years Electronic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-02 Change Orders 7 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-03 Bids - Successful

15 years after 
completion of 
project

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-04 Bids - Unsuccessful 7 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-05 Attendance Reports, including 

timecards 3 years Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-06 City Bulletin 1 year Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-07 Contracts and Agreements 7 years after 

completion
Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-08 Manuals, Handbooks Until superceded Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-09 Payroll Sheets 3 years Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-10 Purchase Orders 3 years Paper/Electr

onic 11/19/2009 Creager, Kathleen
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Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-11 Requisitions 3 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-12 Training Material Until superceded Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-13 Accounts Payable 3 years after audit Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-14 Accounts Receivable 3 years after audit Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-15 Personnel Files (this division only)

3 years after 
employee leaves 
this division

Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-16 Disaster Plan Until superceded Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-17 Equipment Inventories 3 years Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-18 Employee Accident Reports 3 years after claim 

is settled Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-19 Travel Expense Records 3 years Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-20 Visitor Sign-In Sheets Current year Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-21 Budget Working Papers 3 years Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-22 Record Retention Documents 25 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-23 Cash Receipts 3 years provided 

audited Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-24 ID Badges

Destroy upon 
termination w/o 
RC-3E

Plastic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-25 Request for Proposals (RFPs) 2 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-26 Bid Bonds/Successful Bidder

Return after the 
acceptance of 
successful 
bidder's 
performance bond 
is received 
provided no legal 
action pending

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-27 Bid Bonds/Unsuccessful Bidder

return after 
project awarded 
provided no legal 
action pending

Paper/Electr
onic 11/19/2009 Creager, Kathleen
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Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-28 Performance Bonds (all types)

Retain until after 
project is 
successfully 
completed 
provided no legal 
action pending

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-29 Insurance Policies 3 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-30 W-9s 3 years Paper 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-31 Sole Source Awards 7 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-32 Claim Vouchers 3 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-33 Public Record Requests 2 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-34 Invitation to Bid 2 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-35 Waivers - all types i.e. Admin Reg 

#25 7 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Purchasing Division Two Centennial Plaza, 
Ste. 234 08-36 Employee Time Sheets 3 years Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 Admissions Tax Records 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-01 Applications 3 years after 
expiration

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-02 Assessments 6 years Paper 11/19/2009 Creager, Kathleen
Finance Treasury 801 Plum St. Rm 202 08-03 Audit Reports 6 years Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-04 Bonds Permanent Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-05 Exemptions 3 years after 
expiration Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-06 Returns 4 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-07 Annual Report - Treasury Division 10 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-08 Armored Car Shipments 3 years Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-09 Bank Deposit Slips (validated) 3 years after 
audited Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-10 Bank Statements & Reconciliations 6 years after 
audited

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-11 Electronic Funds Transfer Records 
(ACH and wire transfers)

6 years after 
audited

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 Bond Retirement Records 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-12A Bond Register/Record Permanent Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-13 Bond & Coupon Payments 4 years after issue 
is paid

Paper/Electr
onic 11/19/2009 Creager, Kathleen
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Finance Treasury 801 Plum St. Rm 202 08-14 Bond Transcripts 10 years after 
issue redeemed

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-15 Cash Journal 10 years, 
provided audited

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 Cancelled Checks & Registers 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-16 General Account 15 years after 
audit

Paper 
through 
2001; 
Electronic 
thereafter

11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-17 Parking Facilities Account 15 years after 
audit Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-18 Payroll Accounts - Checks 6 years after audit

Paper 
through 
2004; 
Electronic 
thereafter

11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-19 Payroll Accounts - Registers 3 years after audit Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-20 Retirement Account 6 years after audit Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-21 Pension Payroll Account 6 years after audit

Paper 
through 
2004; 
Electronic 
thereafter

11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-22 Credit Card Accounts 6 years after audit Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-23 All Other Bank Accounts 6 years after audit Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-24 Contracts and Agreements 15 years after 
expiration

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-25 Correspondence 5 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-26 Daily Cash Receipts - Treasury 3 years after audit Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-27 Daily Cash Receipts - Retirement 3 years after audit Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-28 Daily Cash Reports 3 years after audit Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-29 Deceased Employees' Pay 
Dispostion Permanent Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-30 Delinquent Accounts 3 years after 
account is closed

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-31 Employee Parking Permits 3 years Paper 11/19/2009 Creager, Kathleen
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Finance Treasury 801 Plum St. Rm 202 08-32 Garnishment Record (Form 107-
33): for all City employees

1 year after 
completed

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 Licenses & Permits 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-33 License Receipts 7 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-34 Applications 5 years Paper 11/19/2009 Creager, Kathleen
Finance Treasury 801 Plum St. Rm 202 08-35  Insurance Documents 5 years Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-36 Denied License Records 10 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-37 Lost Check/Forgery Files Permanent Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-38 Parking Lot Receipts & Stubs Until audited Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-39 Parking Meter - Cashier's Daily 
Worksheet 1 year Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-40

Payroll Deductions (Court orders 
for payroll deductions, 
garnishments, etc) for all City 
employees 

Until employee 
terminates or 
order rescinded

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-41 Purchase Orders 3 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 Special Assessments 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-42 Street Lights Until paid off Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-43 Sidewalk Until paid off Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-44 Building & Demolition 25 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-45 Weedcutting 25 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 Transient Occupancy Tax 11/19/2009 Creager, Kathleen
Finance Treasury 801 Plum St. Rm 202 08-46 Assessments 6 years Paper 11/19/2009 Creager, Kathleen
Finance Treasury 801 Plum St. Rm 202 08-47 Audit Reports 6 years Paper 11/19/2009 Creager, Kathleen
Finance Treasury 801 Plum St. Rm 202 08-48 Exemption Certificates Review Annually Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-49 Registrations Until Amended or 
Cancelled Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-50 Tax Returns 4 years Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-51 Treasury Investments - Custody 
ledger Permanent Paper/Electr

onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-54 Treasury Investments - Purchase 
Documentation

3 years after 
maturity/sale

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-55 Treasury Vouchers 10 years Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-56 Unclaimed Funds 6 years after 
deposit

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-57 Personnel Files (Treasury only)

3 years after 
employee leaves 
Finance 
Department

Paper 11/19/2009 Creager, Kathleen
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Finance Treasury 801 Plum St. Rm 202 08-58 Treasury Budget Information 3 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-59 Treasury Cash Receipts 3 years after 
audited

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-60 Claims Vouchers 3 years after 
audited Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-61 Payroll Sheets 3 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-62 Leave Requests (vacation, sick, 
etc. 3 years Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-63 ID Badges 
Destroy upon 
termination w/o 
RC-3E

Plastic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-64 Records Retention Documents 25 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-65 Records Requests 2 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-66 Employee Time Sheets 3 years Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-67 Accident Reports 3 years after claim 
settled Paper 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-68 Request for Proposals 2 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Treasury 801 Plum St. Rm 202 08-69 Travel Expense Records 3 years Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 General Division Records 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-1 Personnel Files (for this division 

only)

3 years after 
employee leaves 
this division

Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-2' Division Budget Information 3 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-3 Cash Receipts 3 years after 

audited Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-4 Payment Vouchers ( for this 

division only) 3 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-5 Payroll Sheets 3 years Electronic 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-6 ID Badges

Destroy upon 
termination w/o 
RC-3E

Plastic 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-7 Records Rentention Documents 25 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-8 Records Requests 2 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-9 Employee Timesheets 3 years Electronic 11/19/2009 Creager, Kathleen
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Finance Risk Management 805 Central Ave. Ste 
100 08-10 Accident Reports -Risk Mgmt 

Division Only
3 years after claim 
is settled Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-11 Request for Proposals 2 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-12 Travel Expense Records 3 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100

Worker's Compensation 
Records 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-13 Worker's Comp Claims

10 years after 
date of final 
payment

Paper 
through 
2003; 
electronic 
thereafter

11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-14 Worker's Comp Case Files

10 years after 
date of final 
payment

Paper 
through 
2003; 
electronic 
thereafter

11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 Insurance Records 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-15 EmpIoyee Insurance Enrollment 

Records 2 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-16 Employee - Change to Insurance 

Request 2 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-17 City Insurance Policies

2 years following 
expiration 
provided no 
claims pending

Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-18 City Insurance Policy Claims 6 years provided 

no action pending Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 Medical Records 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-19 Pre-employment Physicals 5 years Electronic 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-20 Employee Medical Records

5 years after last 
contact with 
patient

Paper/Electr
onic 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 Accident Reports 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-21 City-wide Accident Reports - 

employee injury
6 years provided 
no action pending Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-22 City-wide Accident Reports - 

municipal vehicle or property
6 years provided 
no action pending Paper 11/19/2009 Creager, Kathleen
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Finance Risk Management 805 Central Ave. Ste 
100 08-23 Nonemployee Accident Reports 6 years provided 

no action pending Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-24 City-wide Accident Logs 15 years Electronic 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-25 Shakley Report/Determination (or 

whatever company it is now)
6 years provided 
no action pending Electronic 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 Flex Benefits Records 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-26 Contracts with Flex Benefit 

Suppliers
2 years following 
expiration Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-27 Flex Benefits Enrollment Records 2 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-28 Flex Benefits Records 2 years Electronic 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-29 Change Request Records for Flex 

Benefits 2 years Paper 11/19/2009 Creager, Kathleen

Finance Risk Management 805 Central Ave. Ste 
100 08-30 Flex Spending Enrollment Records 2 years Paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-001 Accident Reports (this division 

only)
3 years after claim 
settled paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-002 Annual Budget 5 years paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-003 ID Badges 

Destroy upon 
termination w/o 
RC-3E

plastic 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-004 Cashier's Report 3 years provided 

audited paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-005 Cash Receipts 3 years provided 

audited paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-006 City Bulletins current year paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-007 Compliance Files (ORC 718.06 -

delinquent accounts)
Until paper is 
scanned paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-008 Compliance Files-Electronic 6 years optical disk 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-009 Correspondence 5 years paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-010 Time Sheets 3 years paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-011 Income Tax Files 6 years paper/optical 

disk 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-012 Minutes of the Board of Review Permanent paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-013 Payroll Sheets 3 years paper 11/19/2009 Creager, Kathleen
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Finance Income Tax Division 805 Central Ave. Ste 
600 08-014 Personnel Files (this division only)

3 years after 
employee leaves 
this division

paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-015 Purchase Orders Current & 

previous year paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-016 Records Requests 2 years paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-017 Record Retention Documents 25 years paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-018 Reports Quarterly & Monthly 5 years paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-019 Request for Proposals 2 years paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-020 Requisitions Current & 

previous year paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-021 Solicitor's Opinions Permanent paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-022 Payment Vouchers (this division 

only) 3 years paper 11/19/2009 Creager, Kathleen

Finance Income Tax Division 805 Central Ave. Ste 
600 08-024 W-2 Forms 6 years paper/optical 

disk 11/19/2009 Creager, Kathleen
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