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Fomt Re·% SCHEDULEOF RECORDSRETENTIONANDDI:::S:TI:NS ~;6~'
:1) TO·: Wayne County ReoClrdsCommission, Tel. No; _33-0;.,.-,.;;;.2....87....-...5_40_0 _

ADORESS)

. .
. 428 West Li·berty Street Wooster, Ohio 44691 .

(eln') (ZIP CODE) (COUNTY)

'2)F~OM:~~~~~~~~~~~~~---- __------------~A~d~m~i~n1~·s~t-ra-t-i~on~_
(UNIT)

Dcu Johnson Court Admihistrator 7/22/08
(TITLE) (DATE)

3) CERTlFlCATlON: I hereby certify that our records oorT'rnlnlon niet in an ol'Jenmeetins, IiI5 required by Section
:21.22 O~C, and PS$8edthe retention·schedules contained on this· form and any continuation sheets. I tI.Irtl':!er·aertlfy
hat our oommission Will make every effort to preveAfth.eSe record SeriIS. from being destroyed, transferred,.9,r otherwise
lispased of in violation of this sChedule and that no rlcord Will be knowingly· disposed of whictl pertains to any pending
1&S8, chum, action or request. Further, any mig-gfilm replacing. a record U&tedon this IChedr,lIe will conform to ANSI
tandard&. This RC-2 was approved on as reflected by the minutes kept by
his commia.ion.

:hairman,Records Cammis~;ion:

') Subjeet to setectlon upon receipt at "
Certific:ate of Records Disposaf (RC.03):

CD

~proved by the Ohi~ Auditor of $tate:
FQI'thtOhi;AudIDr of Sta

"'SS'ARATS ENTRIES SHOUUJ BS MADS FOR RECORDS ~ MORE THAN ONEMEIJIA TYPE

(5) (&) (7) (Sr (t)

ir;beduJe Record Title and Description Retention Period Media Type For lise by Auditor of State
Number or oHs-LGRP

WMC-1 MISCELLANEOUS JOURNAL· PERMANENT . PAPER

~' ??V

?
o -.

WMC-2 .ANNUAL REPORTS PERMANENT PAPER ~}V ..t..I(-1.ds«:
?)
e-

.

WMC-3 BANK RECORDS 3~1 PAPER
PROVIDED AUDIT

9'1S18

.
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Form RC-l

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

FROM: Wayne County Municipal Court
(political subdivision namr) (unit)

(5) (6) (7) (8) (9)

Schedule Record Title and Description Retention Period Media Type For use bY.Audltor Of
Number State or OHS..lGRP

l'':- . '...'1" : .
;~

.'

WMC-4 CASH BOOKS .3 YEARS PAPER
PROV!DED AUDI~

COMMUNICATION RECORDS,
'WMC-5 CORRESPONDENCE RECORDS, RETAIN UNTIL PAPER

DRAFTS AND INFOmw:. NO LONGER OF
NOTES J PUBLICATIONS . ADMINISTRA.T!VI
BECElVED VALUE

WMC-6 EMPLOYMENT APPLICATIONS 2 YEARS PAPER

WMC-7 EMPLOYEE BENEF!T AND . j YEARS PROVI PAPER
LEAVE RECORDS DED AUDIT

WMC-8 EMPLOYEE HISTORY AND 10 YQRS PAPER
DISCIPLINE RECORDS AFTER TERMIN-

ATION

I

WMC-9 FISCAL RECORDS ~ YEARS'PROVI- PAPER
DED AUDIT 7/98

---------------------------
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. Form RC..2

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
. CONTINUATION SHEET

FROM: Wayne CountyMunicipal Court
(political $ubdivision ~e) (unit)

(5) (6) (7) (8) (9)

Schedule Record Title and Description Retention Period Media Type For use by Auditor of
Number State or OHS~LGRP

... .. ..-- . ~.
'".," , ...

WMC-l0 GRANT RECORDS .) y~ PAPER
APTER THE
EXPIRATION. :

WMC.. l1 RECORD OF PROCEED:INGS 1 YEAR VIDEO
AUDIO

DIGITAL RECORD

WMC-12 PAYltOLLRECORDS ~ :YEA'RS PR.O- PAPER.
VIDED AUDIT

WMC..13 RECEIPT RECORDS 3 YEARS PRO- PAPER.
VIDED AUDIT

..

WMC-14 REQUEST FOR PROPOSALS, 3 YEARS AFTE R. PAPER
BIDS AND CONTRACTS EXPIRATION O~

CONTRACT

.'
.'

~~WMC-15 AUDITOR REPORTS PElUWtBNT PAPER/MICRO-
FILM AS PER-
MANENT COPY..
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Form RC·2

SCHEDULE OF RECORDS RETENTION ANDDISPOSITION
CONTINUATION SHEET

FROM: Wayne County Municipal Court
(political subdivision~e)

(unit)

Schedule Record Title and Description Retention PerIod Media Type For use by Auditor of

Number
State or OHS·L.GRP

,'...',.... .,
.... . • . ~I."!• ....

WMC-16 MONETARY RECORDS S .YEARS PRO- PAPER
VIDED AUDIT

WMC-17 RENTAL ESCROW ACCOUNT 5 YEARS AFT! PAPER
RECORDS THE LAST DEP

OS!T DATE

WMC-18 YEABLY REPORTS i PERMANENT PAPER/MICRO-
r4~?

nLM AS PERM-
ANENT RECORD

-
(-19
:;;>A ~ WMC...19 CIV'LL AND SMALL CLAIMS 2 YEARS AFTE PAPER

CASE FILES AUDIT

.... 7
WMC-20 DUl CASE FILES , PAPER ,~o,~

h~'''' -
.1 v15r·~·FIRST THROUGHFOURTH'

DEGREE MISDEMEANOR
WMCf21 mFFIC AND CRIMINAL PAPER )/tLI!,.. t ,,'-/.L.(.(Jt

CASE FILES ,/

11'18

(5) (6) (7) (8) (9)
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Form RC-2

SCHEDULE OF RECORDS RETENTION AND DISPOSITION
CONTINUATION SHEET

FROM: Wayne County Municipal Court
(politig;1 subdlvision narntS) (unit)

(5) (6) (7) (8) (9)

Schedule Record Title and Description Retention Period Media Type For use by Auditor of '
Number State or OHS~LGRP

", " .'..... "
",

WMC-22 MINOR ,MISDEMUN0R;~': i., ' l n~ ..AFTER PAPER
TRAFFIC AND CRIMINAL AUDIT REPORl
CASE FILES

WMC-23 p.ARIING_nCUl ncons UN1t;tL,AUDIT PAPER

~

WMC-2a :REAL ESTATE PERMANENT PAnB./ ~~MICROFILM AS
PEBMANENTREC-
ORD

WMC-25 '. SEARCH: WARRANT RECORDS 5 YEARS PAPER

)'

I'

_ .....a


