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RECORDS RETENTION SCHEDULE (RC-2) — Part 1

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

Section A: Local Government Unit

Clermont County Animal Shelter/Dog Warden

(Local government entity)
vl Jt— 5 /20 /2025

prd ;'A}r‘ ¥ J Kiarah Swartz Administrator )
/,its'ignatur?‘/‘gif sponsible official) (Name) (Title) (Date)

Section B: Records Commission

Clermont County Records Commission (513) 735-8660
Records Commission (Telephone number)
2425 Clermont Center Drive Batavia 45103 Clermont
(Address) (City) (Zip code) (County)

To have this form returned to the Records Commission electronically, include an email address: msnyder@clermontcountyohio.gov

| 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. | 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.

—

U (DW ) /‘?/Lwﬂ-s‘

Records Commission Chair Signature Date

Section C: Ohio History Connection - State Archives

Falte it ey sdaboy Lo (72028

Signafu re Title Date

Section D: Auditor of State
Digitally signed by Martin E.

Martin E. Meeks weeks

Date: 2025.06.24 15:54:07 -04'00"

Signature Date

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

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



Form RC-2

Schedule of Records Retention and Disposition

Clermont County Animal Shelter/Dog Warden

Page 2 of 2

{Local government entity)

(Unity

(1) {2} (3)
Schedule Record Title and Description Retention
Number Period

(4)
Media Type

(5)
For use by
Auditor of

(6)
RC-3
Required

State or by OHS-
OHS-LGRP LGRP

Permanent
(Shelterluv
database)

9989-01 | Adoption Applications Electronic ]

Case Files — Shelterluv
Database: Information collected on
animals coming into contact with the
shelter or Dog Warden. May include
intake forms, surrender forms,
veterinary records, vaccination
records, warden reports,
documentation of dog bites, record
of vicious/dangerous designation,
quarantine records, transfer records,
adoption or redemption information,
records of euthanasia, and
cruselty/neglect documentation

Permanent

(Shelterluv
database)

9989-02 Electronic |:|

Citations — Includes citation forms
documenting individuals issued
citations for Chapter 955 ORC
violations.

9989-03 3 years Paper/Electronic O

Claims — Includes claims regarding
dog bites, livestock claims, claims of
damages to animals, and
investigative reports relating to
animal claims.

9989-04 3 years Paper/Electronic O

Dangerous/Vicious Designation
—~ Records designating a dog as a
nuisance, dangerous, or vicious. The
designation results in a court order.

9989-05 15 years Paper/Electronic ]

Permission to Search Forms —
Includes records authorizing
enforcing officers to search
premises, vehicles, property, etc.

9989-06 3 years Paper/Electronic M

Treasurer Reports — Includes the
costs assessed against all
impounded dogs which are used to
create quarterly Treasury reports
pursuant to ORC 955.16 (E)

9989-07 3 years Paper/Electronic ' ]

Volunteer Records — Records
concerning volunteers at the shelter.
May include applications,
agreements, waivers and related
records

3 years after

9989-08 .
service

Paperi/Electronic O

Weekly Reports — Report
containing weekly statistics of all
dogs seized, impounded, redeemed,
and destroyed as required by ORC
955.12.

9989-09 3 years Paper/Electronic ]
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