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Fo`NSNTE9TPo¥                                                              GovSETARTNEMAENNTD ::cC3LRDs
FtECORDS RETENTION SCHEDULE (RC-2L Part 1

See irislntcliotts bofbre con.plctiIlg lI\isfiom`  Must  be sIIbn\ilterl \l`iII.  PART 2

Section A! Local Govcrnmcnt  Unit

Blight Local Scliool  District

Sectjoli  B: Records Commlssloil

Rtx:ords Commission                                     937442.3 I l4

(lclapl`oni. number)

44N.in S'.                              Mow stown                                                      45 I55                                                 tit

(address)                                                              (clty)                                                 (zip code)

To havi. ll`is forlii rctumcd to lhi` Rceords Commission cl.`ctronically. include an .`mail nddre.`s:

"ndy.dre``'`.orfi hrluhlloculsclinols.com

(county)

I  hcrchy ccrlify ll`ul our records comn`ission mGl  itt an opcI` mt.ting. as rapuired by S..ction  l2 I .22 0RC, iind apTirov.`d tl`c
schc`duli.s listed on this form and any ctiTitinuation 3hci.(s.   I  funhor ci`rtify that oiir commission will mqkc cvcry clTort (o rlri.yont
lhcsi. rcconds scri..§  from being diiitroyed`  (ransfcrred. or olhcTwi§c di.9Tioscd or jn  violiition of (hi.st: sch.`dules 8ntl ihDl no ri`i`tird

rtlain a riermanc.nl ctlI)y IIf lllis ftlrII.
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Section E:   RECORDS RETENTION SCHEDULE (RC-2) - Part 2
See inslnlcllons before conII)Ielillg tIIiS fom`

Bright Local School  Distr.ict

(local gt)vcmmonl ailily)

(l) (2) (3) (4) (5) (6)
Sllledule Reset.A Title qnd Description Retention M¬dla Type For use RC-3
h'umber Period byAudito,orStateOrLGRP RequiredbyLCRI,

1000 BOARD AND ADMINISTRATIVE
RECORDS

110l Minutes Permanent Paper rf
|10l.I Audio Tapes 2 years I
llO2 Blue prints, plans, maps Permanent Paper

E
1103 Deeds, eascments, Leases Permanent Paper ",
1104 Board policy books and other adopted 1 yr arter

I       Paper It'olicics gut)erceded Electronic
1105 Adminis(ratlve regulations 1 yr aftersuperceded PaperEIectronic I
1106 Court Decisions Permanent PaperElectronic

in
llO7 Claims and litigation Permanent PaperElectronic

m]
120| Elections 10 years PaperBlectronic I
|202 Record disposal forms (RC-3) 10 years PaperElectronic I
1203 Bargaining agreements 10 yearsafterexpiration PaperElectronic I
1204 Budget polley files 5 years PaperElectronic I
130| Workers' compensation claims 10 yearsrinanc!alpaymentmnde Paper.Electronic I
1302 Bank depository agreements 4 yrs aftercomp]cted PaperElectronic I
1303 Organization ref]orts 2 years** PaperElectronic I

SAO-/LGRP-RC-2 (Part  I  & 2).  Rcviscd August 2014
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Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2

Scc lI\struclirius before con\rileling lllrsfarrII,

Bright Local School District

(loral govi.mmcnl  untily)

(� (2) (3) (4) (5) (6)
Schedule Record Tltlc and Descrlptlon RcteDdon Media Type For I)ge RC-3
Numl'cr Period byAuditororStateOrLGRP RequiredbyI_GRP

1304 Boat.d mccting notes l year PaperElectronic I
1305 Agendas 1  calendaryear** PaperElectronic I
140l Adopted special education programs UntilsuDerceded PaperElectronic I
1402 Adopted coui.sos of study I  yr untilsupercedcd PaperEIectronic I
1403 Adopted special programs Untilsupcrceded PaperEIectronic I
2000 EMpLoyEE FILEs (including

employment applications, resumes,
contracts, salary notices, evaluations,

personnel actions, absence certirication,
traDscrlpts and any other documents

which become part of the file)
2|01 Certified active employees Permanent PaperElectl.onic I
2102 Classified active employees Permanent PaperElectronic I
2103 Certificated inactive emp]oyecs Permanent PaperElectronic I
2104 C]assilied inact..ve emI]loyces Permanent PaperElectronic I
2105 Civil rights, civil service, find disciplinary Permanent Paper Irel}orts Electronic
2017 Retirement letters Permanent PaperElectronic I
2018 Sul)stitutc reco'rds Permat)enI PaperElectronic I
2301 Employee Contracts 4 yrs afterterminationfromemployment PaperElectronic I

SA0JLGRJ'-RC~2 (Pan  I  & 2), Revi.sod August 20]4
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Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2

Scc fnstnlcI[ous bcfone coIIIpleliIIg (lltsfi}rnl.

Bright Local School District

(local govcmmi.n` cq`i{y) (irnl(t

(I) (2) (3) (4) (S) (6)
Schedule Record Title and Descriptioii Retention Media Tylte For use RC-3
Number Period byAuditorofStoleOrLGRP RequiredbyIJGRP

2302 Professional conference applications 2 ycars** PaperElectronic I
2303 Irregular cmploy¬e contracts 4 yrs after Paper I(substitutes) contractexpires Electronic

2304 Unemployment Claims 5 years PaperElectronic I
2305 Unemployment 5 years PaperEleeIronic I
2306 Applications (not hired) 2 ycars** PaperEIectronI.c I
2307 Schedules of cmpLoyces FI.seal yearplus2years PaparElectronjc I
2308 Student helper applications 2 years PaperElcctronic I
2309 Teacher personnel reports (intcrnaJ) Fiscal yearI)luS1year PaperElectron!c I
2310 I-9 immigration verification forms Terminationof`employmentI)lus1yr PaperElectronic I
2401 Job descriptions Retain untilsupcrceded PaperElectronlc I
3000 STUDENT RECORDS

3101 Student record folders Permflnent Paper Ienrollment/withdrflWal information, Electronic

grades, transcripts, activities record,
attendance records, in.dividual test

results, standaT.dizcd tests,
compentency/proficiency records, foreign

exchange records, suspcnsions,
expu]sions, llome schooled student

records
3102 Ofrice record card Pcrmancnt PaperEIcctronic I

SAO-/LGRI'-RC.._ (Part  I  & 2), Revised Auttusl 2014
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Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2
See inslnlcI(olu bofore complcI(ng lllisfonn.

Br.ight Local School  District

(Iceql govrmmonl onlT(yl

(I) (2) (3) (4) (5) (6)
Schi.dule Record Tllle and Description Retention Media Type For use RC-3
Numl)er Period byAudl(oroTStateOrLGRP RequiredbyI.aRJ,

3201 I]ealtli/medical records, visual screcnllig, 7 years after I,"I,.r Ilicaring screenings, immunization graduation EIeetronic
records

3202 Discipline records, Letters to pareiits, I yr after Paper Ioffice discipline studentIeaycsschool Electronic

3203 Psychological records (restricted) Permanent Pal)CrEIectronic
r|

3204 Child abuse/neglect referral records 7 years afterf!raduation PaperElectronic I
3301 Teacher grade books/records 3 years** PaperELectronic I
3302 Pre-school screening profiles 3 years PaperElectronic I
3303 Age an scliooling records (work perndts) 3 years PaperEIeetronic I
3304 Accident reports 5 yearsprovidednoactionpending PaperEleetronic I

SAOJLGRP-RC.2 (Part  I  & 2), Revised Augus( 20I4
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Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2

Sac lilslriJcII-uns hafore colnplcliI.g llII.Sfoml.

Br.ight Local School  Distr.ict

(Ioc@l Boyc"m" in.ily)

_(I)
(2) (3) (4) (5) (6)

ScheduleNumber R¬cord Title and I)escrLption Retention Period Media Type ForusebyAuditororStateOrLGRP RC-3RequiredI)yLGRP

330S Individual educational plan (IEP) Permanent PaperElectronic I
3306 Free/reduced I]ricc lunch application 4 years PaperElectronic I
340| Emergency Information Untilsuperceded PaperEIcI:troniC I
3402 Court orders on guardianship or Until Paper II}Brental riqhts/responsibiljties supcrceded EIectronic
4000 BUILDING RECORDS

4202 Tornado and rire drill records 1 year* PaperEIectronic I
4203 Building health inspections 2 ycars* PaperElectronic |
430| Student actiyity records, pay-in forms, 2 years** Paper Ipay-out forms, district accoLint forms, Electronic

budget forms, requ!sltions, purchase
orders. ticket sale reports

4302 Receipts/deposit slips 4 ycars** PaperElectronic I
4303 Budget/ai)propriation records 4 ycars** PaperElectronic I
4304 Requisitions/purchase orders 4 ycars** PaperElectronic I
4401 Text book inventories Untilsup¬rceded PaperEIectronic I
4402 Supply inventories UnlilSUT)erccded PaperElectronic I
4403 Student liandbooks Unh-Isupercedcd PaperElectronic I
5000 CENTRAL DEPARTMENTAL IRECORDS

Administrative offices

SACWLGRP-RC.2 (Part  I  & 2), Revised August 2014
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Section  E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2

Sce `ilislnlcllons before coniplcITIIg ll.I:Jiorni,

Bright Local School  District

(local 8owi.mmcn. tin(i`y}

(1) (2) (3) (4) (5) (6)
ScheduleNumber Record T{tle and I)escriptioii Retention Period Medlq Type ForI,SebyAuditorofStateOrLGRP RC-3RequiredbyLCRII

S201 School Calendars S years PaperElectronic I
S301 Repair, installation and maintenance 4 y¬ars** Paper Irecords EIectronic
5302 Prevalllng wage reports 4 years** PaperElectronic I
5303 Rental information (use of facilities) 4 years** PaperEIectronic I
S304 Work orders 4 years** PaperElectronic I
5305 Enyironmental reports and data 4 years** Pzlper I(asbestos) Electronic
5306 Vandalism reports 4 years** PaperElectronic I
5307 Student activity purpose clauses 4 years** PaperElcetronic I
5308 Sales potential forms (student activities) 4 ycars** PaperElectronic I
5309 Bids and specifications (unsuccessful) 1 year** PaperELectronie I
53|0 Bids and specifications (successful) 4 years aftercompletionorproject* PaperEleetronic I
5311 Contractor files (resolutions, additions, Until project Paper

r|drawings, eta completion ifnoactionpending** EIectronic

540| Preventative maintenance reports Fiscal yearplus2ycai.s PaperElecti.onic
rl

S402 \\.`z\,.T,,l, ,``...`g,, ul.", ,``t` Life/warrantyofequipment PaperElectronic I
5403 Plant and equipment inventory UnHlsuperceded** PaperElectronic I

SAO-/LGRJ'-RC-2 (Part  I  & 2),  Revised August 2014
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Section E:   RECORDS RETENTION SCHEbULE (RC-2) -Part 2

See lrslnictiorls boforo. complallng lIIisJiom\``

Br.tght Local School  District

(local goycrmen` en`i(y)

(1) (2) (3) (4) (S) (6)
SclieduleNumber Record Tl.le and Dcscrlplion Retention pal.iod Media Type ForuseI,yAuditororSthteOrLGRP RC-3RequlredI)yLGRP

Special Education Department

5Z21 Speciz]L education tutoring reports 10 years PaperEIectronic I
5222 Individual educational plan (IEP) Permanent** PaperElectronic I
5223 Psychological records (restricted) Permalient** PaperElectronic I

Transportation Department

5340 Driver physicals 2 years artertermination** PaperElectronic I
534I Fuel consumption data 4 years** PflperElectronic I
5342 Transportation records 4 ycars** PaperElectronic I
5343 Field trip forms and volunteer driver Fiscal ycar Paper Iforms plus 2 years Electronic
5441 Bus accident reports 3 yearsproyldednoactionpending PaperElectronlc I
5442 Vehicle registration Life of vehicle PaperElectronic I
5443 Vchiclc license 1 year aftertermination PaperBlectronic I
5445 Driyer certifications I year aftertcrminatjon Pal)erEleetI.ohic I
5446 Bus supplies inventory Untilsupcrceded** PaperElectronic I
5447 Vehic]c defect report Life of vchicle PaperElectronic I

SAO./LGRP-RC-2 (Part  I  & 2), Revised August 2014
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Section E:   RECORDS RETENTloN SCHEDULE (RC-2) -Part 2
See ilislnlcllons bofbre coniplcllng rI.1sfarnI`

Bright local School D.i5trict

(local goyonmi.nl edI.ty)

(1) (2) (3) (4) (5) (6)
Scliedule Record Title and Descrlptlon Reloulion Media Type F`or  use RC-3
r\'umber Period I,yAuditororStateOrLGRP RequiredI,yLGRJ)

Food Service Department

5561 Food service records: menus, food 4 ycars** Paper II)roduction, milk sold, students served Electronic
5562 Lunchroom records:   cash register 4 ycars** Paper Ireports` cashier's daily reports Electronic
5563 Lunchroom reports (free and reduced) 4 years** PaperElectronic I
5564 Cflfeteria supplies inventory Utltilsuperceded*+ PaperElectronic I
5565 Lunchroom license 1 year afterexpiration PaperElectronic I
6000 FINANCIAL RECORDS

6101 Annual rinancial reports:  appropriation 5 years** Paper Iledgers, budget ledgers, revenue ledgers, Elcctronic
yendor listing, check register, purchase

order listing, invoice list, account reports,
financial sLLmmary, detail reports

6102 Activity fund cash jouma] and Ledger 5 years** PaperElectronic I
6103 Bond ledgcr 20 yearsafterissueexpires al,.I.Electronic I
6104 Seeurities Permanent PaperElectronic I
620| Investment ledger 5 years** PaperElectronic I
6202 Foundation dlstributI.ons 5 years** PaperElectronic I
6203 Tax settlements and advances 5 years** PaperElectronic I
6204 Budgets (annual) 5 years** PaperEIcctronic I

SAOJLGRI]-RC-2 (Part  I  & 2), Revised August 2014



Page_of_15_
Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2

Sac iilslnlcllalt:s` bdiforccDnlplelilng lIIdrfomI-

Bright Local School  District

(Jocol govi"mcnl onlily)

(I) (2) (3) (4) (S) (6)
Schedule Record Title and Description Retenuon Media Type For use RC-3
Number Period byAuditororStateOrLGRP RequiredbyLGRP

6205 Insurance policies 15 yearsafterexpirationprovidedallclaimssettled PaperElectronic I

6206 Contracts 1S yeaI-SafteIexpiration PaperEIectronic
D

6207 Bonds and coupons Untilred¬emed** PaperEIectronic I
6208 Accounts payable ledgers 5 years** PaperEIcctronic I
6209 Accounts receivable ledgers 5 y¬ars** PaperBlectronic I
6210 Budget work papers 5 years PaperEIectronlc I
6211 Vouchers, ilivoices, purchase orders 10 years** PaperElectronic I
62I2 State program riles: aux services, DPPF, 10 years** Paper Iadult vocational, excess lottery, data Electronic

processing, public/private fzrants, etc
6213 Federal program files: Title I. I], IV.B, 10 years** Paper IIV-C. VI-B, drug free Electronic
6214 Travel expense vouchers 10 years** PaperElectronic I
6215 Tax anticipation notes (records lo y6ars** Paper Ibori.owing against future fax collections) Electronic
62]6 State reimbursement sett]em¬nt shccts 5 years** PaperElectronic I
6217 Unemp]oymcnt ctaius 5 years PaperElectronic I
6218 Employee bonds, board member bonds S years PaperElectronic I

SAOJLGRP-RC-1_ (Part  I  & 2), Revised August 2014



Page_of_15_
Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2

Sac IIiStr`Iciiolrs brferaconipletlng tlIIsfiorm.

Bright Local School District

(local govcmmml  i`ulily)

(I) (2) (3) (4) (5) (6)
Schcdulc R.cord Title and Description Retention Media Type For use RC-3
Number Period byAudltororS'flteOrLGRI) RequiredbyLGRP

6219 Certiricates of estimated resources 15 yearsafterexpiration PaperBloctronic
r|

6220 Appropriation resolutions 5 years PaperEIectronic I
6222 Tax apportionments 5 years PaperE]cetronic I
6301 Cancc]ed checks and bank statements 4 years** PaperElectron.ic I
6302 Publication notices 4 years** PaperEIectronic I
6303 Tuition fees and payments 4 years** PaperElectronic I
6304 School finance monthly statelncnts 4 yea,-s** PaperElectronic I
6305 Investment records 4 years** PaperEIectronic I
6306 Travel expense reports 10 years** PaperElectrcmic I
6307 State sales tax reports 4 years** PaperElectronic I
6308 Student activity fund (pay-ins, pay-outs, 4 years** Paper Ireceipts/deposits` reports) Electronic
6309 Check registei-s 4 years** PaperEIectronic I
6310 Deposit slips/cash proofs 4 ycars** PaperElectronic I
6313 Receipt Books 4  years** PaperElectronic I
6314 E.`tra trip records 4 ycars** PaperElectronic I
6315 Monthly financlal reports 4 years** PaperHlcctronic I

SAOJLGRP. RC-2 (Part  I  A 2), Re\.iced August 2014
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Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2
Sac ilislriiclions bofarc: con.plel[ng lli.Is fiorIIl.

Bright local School District

(lpeql govrmmi`nl on`lty)

(1) (2) (3) (4) (5) (6)
Schcdule Record Title and Descrlptioi` Retention Media Type For use RC-3
Number Period byAuditor,ofSt®leOrLGRP RequiredbyLGRP

6316 Accounting Data 4 years** PaperElectronic I
6317 Service Contracts 4 years** PaperElectronic

L
6318 "  State subsidy reports:   flpplications for 3 years** Paper

LJpupil transportation, special education Electronic
6319 Delivery/packing slips 1 ycar** PaperElectronic I
6401 Requisitions I year* PaperEleeti.onic I
7000 PAYROLL

7001 Payroll ledgers:   biweekly payroll Permanent Paper Iref)orts. quaTtcrlLy payroll ref)orts Eleetronic
7102 Earnings registers by staff member alid Permanent Paper Iby calendar year EIectroni.c
7103 Monthly payroll reports, lcaye usage, Permanent Paper Iaccumulations, retirement seryices Electronic
7201 Bureau of cmp]oyment service quarterly 7 years Paper Ir¬T'OrtS Eleetronic
730l W-2's, W-4's employer copy 6 years andcurrent** PaperElcctronic |
7302 Federal income tax (quarterly/armual) 6 years andcurrent** PaperElectronic I
7303 Ohio income tflx (monthL}'/annual) 6 years andcurrent** PaperEIectronic I
7304 City income tax (monthly/annual) 6 years andcurron(th PaperElectronic I
7305 ScliooJ income tax (moI)tllly/at]nual) 6 years andcurrent** PaperElectronic I
7306 Payroll reI]orts:   reports used for each 4 ycars** Paper II)ayrolL. computer fienerated Electronlc
7307 Payroll update listing 4 ycars** PaperElectronic I

SA0rfuGRP. RC-2 (mrt  I  & 2), Revised August 2014
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Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2

Scc [l\slmctiolu before coII\plcI[Tig Ill(IJiorm.

Bright Local School District

(Iac]l govrmmi.nl enlily}

(1) (2) (3) (4) (5) (6)
Schcdulc Record Ti.tlc and Description Ret¬ntlon Medla Type For use RC-3
Number Period byAuditorofSta'cOrLGRJ) RequlredbyLGRP

7308 Payroll calculations 4 years** PaperElectronic I
7309 STRS and SERS waivers Permanent PaperBlectronic

LJ
7310 SERS reports 4 years** PaperElectronic I
7311 STRS reports 4 years** PaperElectronic I
7312 Annuity repoi.ts 4 ycars** PaperElectronic I
7313 Benefit folders/reI]orts 4 years** PaperElectronic I
7314 Employee requests and author.Lzation of 4 y¬ars** Paper Ileaves Electronic
7315 Deduction reports 4 y¬ars** PaperElectronia I
7316 Employee vacation, sick leave records 4 years** PaperElectl.onic I
7317 Time sheets 6 years** PaperElectronic I
7318 Overtime authorization 6 years** PaperEIectronic I
7319 Employee insurance bills 4 yedrs** PaperElectronic I
7323 Paycheck register 4 ycars** PaperEIectronic I
7324 Payroll bank statement 4 years** PaperElsetronic I
7401 Deduction authorization Untilsuperccdedoremployeeterminated PaperElcctronI.a I

SAOJLGRP-RC-2 (Part  I  & ?_), Revised August 2014
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section E:  RECORDS RETENTION SCHEDULE (RC-2) - Part 2

Scc iuslriicltons before cornplcllng lllis .form.

Bright  Local School District

{local fovonmenL enlily)

(I) (2) (3) (4) (5) (6)
Scl]edulc Record Title and Description Retention Medl8 TyI,¬ For use RC-3
Numl,er P¬rlod I,yAuditororSlatedt`LGRP RequlredbyLGRP

8000 REPORTS

820l State audit rcport§ 5 years Pal)c,.Electronic
LJ

8202 4205 reports 5 years PaperElectronic I
8204 School rmance reports -annual 5 years PaperEIectronic I
8205 Special education reports 7 years PapcrElectronic I
8206 Vocational education reports 5 years PaperEIectronic I
8207 Ohio common core data reports 5 years PaperElcctronic I
8208 Drivers education reports S years PaperElectronic I
8209 ODE reports 5 years PaperElectronic I
82ll Civil rights reports Permanent PaperEIectronic rf,
8212 Title IX reports 10 years PaperElectronic

E
8213 Sin-1 & Sin-2 reports 10 years PaperElectronic a
8214 State minimum standards 10 years PaperElectronic a/
830l Personnel state reports (SF-I and CS-I) 4 years** PaperEIectronic

r]
8302 Worker comp wage reports 5 years PaperElectronic I
8303 Bank Balance Certirication 5 years Paper.Electronic I
8304 Transportation Rei)orts 4 years" PaperElectronic I

SAO-I/LGRP-RC-2  (Part  I  & 2), Revised August 2014
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Section E:   RECORDS RETENTION SCHEDULE (RC.2) -Part 2

Scc llrsinlclions bcforc conIIilcIIng lllisfarm.

Bright Local School  District

( Iac8l  goVunITien`  cnl(`y)

(1) (2) (3) (4) (5) (6)

S¬hcdule Resord Title and Description Retentlon Media Type For use RC_3

Number Period byAudltororStateOrLGRP RcqulredbyLGRP

9000 OTHER

9101 Personnel Directory 10 years PapcrElectronic
Lj

9102 Enrollment record (by grade and Permanent Paper
E,buildinE) Electronic

9202 School Calendars S years PaperElectronic
L

9203 Building/boiler/rna.ilitenance recoi.ds 2 years* PaperElectronic I
9402 Employee liandbooks Untilsui)creeded PaperElectronic I
9403 Directives, standards, laws for local, state UIltil Paper Iand federal governmental agencies superceded Electronic

9404 Attendance records Untilsuperceded mperElectronic I
9405 Security camera video riles 3 months Electronic I

*after end offiscal year
--t 6h^\,aa a I**Provided audited

r\uu|\eu |||~encompas ||\,| `''-ecfbythe re
ords I

nave Dec[iAuditorof I        '',-tateandth I
audit reporeleasedp nas Dt3t3iIrsuantto I
See.117.2 O.R.a. I

I
I
I

SAOJLGRP-RC-2 (Part  I  & 2), Revised August 2014
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Section E:   RECORDS RETENTION SCHEDULE (RC-2) -Part 2

s¬o Inslnlciiolus brfere coIIIplcIII.g lllisfanli`

Bright Local School District

( I..col  t!(ivummcol  onli'ly)
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(unil)


