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STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2) - Part 1

See Instructions before complating this forrn. Must be submitted with PART 2

Section A: Local Government Unit

Clermont County Emergency Management Agency 4011

(Local government entity) (Unit)

\QU‘LH{MW /\,W Pam Haverkos Director 1 ] }20 jm
(Signature of responsible official) (Name) (Title) (Date)

Section B: Records Commission

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

To have this form returned to the Records Commission electrenically, 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

Records Commissicn Chair Signature

ol [mg

Date

Section C: Ohlo History Connection - State Archives

AMY HiSSONQ peasenras e sone Government Records Archivist 1/6/2025

Date: 2025.01.06 12:36:51 -05'00'

Signature Title Date
Section D: Auditor of State

Martin E. Meeks oieostris sssess oson

Signature Date

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

SAO/L.GRP-RC2 {Instructions) Revised May 2024



Form RC-2

Records Retention Schedule

Emergency Management Agency

4011

Page 2 of 3

(Local govermnmant antity)

{Unit

(1)
Schedule
Number

(2)
Record Title and
Description

(3)
Retention Period

{4)
Media Type

{5) (6)
For use by RC-3
Auditor of | Required
State or by OHS-
OHS-LGRP LGRP

4011-01

Annual Budget Preparation
Paperwork — Preparation
documents used fo create annual
hudget

3 years

PaperiElectronic

[

4011-03

Contact Database ~ Includes
spreadsheets and fists of
narnes and confact information
for counfyllocal officials, local
businesses, schools, utilities
and other important confacts

Continually updated

Paper/Electronic

4011-04

Coniracts - Legal agreements
with Individugls, organixations, or
entitles fo procure goods andiar
services

6 years after complotion

Paper/Elsctronic

O

4011-08

Emergency Activation
incident ~ Major

Permanent

PaperiElectronic

4011-08

Emergency Activation
Incident - Minor

3 years

Paper/Electronic

O

401107

Emergency Plans « ncludes
Al Hazard Mitigation Plan,
Emergency Qparation Plans,
Emargency Action Plans,
Continuity of Operations Flans,
and related records

Maintain current plan plus
preceding plan

PaperiElectronic

4011-08

Emergency Preparedness
Exerclses —~ Includes fable
top, functional and full-scafe
axercises. Documentation
includes dates, locations, class
rosters, manuals, after action
reports and refated racords

6 years

PaperiEloctronic

4011-0%

Grant Records ~ Includes
Disaster Documentation, fuil
bldfpraposal package (including
insugcessil bids), and other
related records

3 years after official
closenut by the granting
institution {Federal and
State Grants — Grant
Requiremetnits Supersede)

Paper/Electronic

4011410

Hazardots Materials
Records ~ Documentalion
refating 1o hazardous
materaifchemical spills

Permanent

Paper/Electronic

4011-11

local Emergency Planning
Committee Meeting Minutes
- Inciudes Mambsr information

7 years

Paper/Electronic

SAQYLGRP-ROTI {Instructions) Revised May 2024




Form RC-2 Page 3 of 3
Records Retention Schedule
Emergency Management Agency 4011
{Lecal government entity)
(1 {2) (3) {4) (6) {6}
Schedule Recard Title and Retention Perlod Media Type For use by RC-2
Number Description Auditor of | Required
- State or by OHS-
OHS-LGRP LGRP
Local copy 3 years
Payroli Worksheots - May
include Time Inpuf Worksheals,
A2 | s P 85;”0” Timesheets, | Maintained in County's Paper/Electronic [
Leave Raquesis accounting system per
Auditor's retention schedule
ded
4011413 | Publications and Handbooks :‘;‘g‘f:gme ed or PaperBlactronic -
SERC (State Emergency
4011-14 Response Commission} Tier | 7 years Paper/Electronic l
Il Roports
Volunteaer Personnel Records
~ May include Applications, 6 ft unt
, Releasa of Liability, yaars after volunteer .
401418 | Background Checks, Oath, | eparts service PaparfElectronc L]
Resumes, Certificates, training
records, ele.,
Volunteer Service Files — May | 3 years
41 include time shaeets, work logs,
401116 attendance records, incident PaperiElectronic E]
correspondence, etc. if tied to a grant, malntain
with Grant Record

SAOALGRP-RC? {Instructions) Revised May 2024




		2025-01-06T12:36:51-0500
	Amy Hissong


		2025-01-15T09:56:39-0500
	Martin E. Meeks




