
 
RECORDS COMMISSION 

TUESDAY APRIL 20, 2021 

3:00PM 

VIRTUAL MEETING 

 

City of Reynoldsburg Page 1 Updated 4/20/2021 4:58 PM  

1. Call to Order 

PRESENT: Prasher (Remote), Cicak (Remote), Shook (Remote 3:06 PM), Begeny (Remote) 

ABSENT: Piek 

 

2. Approval of Agenda 

Clerk Prasher moved to approve the agenda as submitted.  Second by Attorney Shook.  Motion 

carried. 

3. Approval of Minutes 

a. Records Commission – Meeting – March 23, 2021 

Auditor Cicak moved to approve the agenda as submitted.  Second by Attorney Shook.  

Motion carried. 

RESULT: ACCEPTED 

4. Discussion 

a. Retention Schedules 

1. Update of Building Department Retention Schedule 

Clerk Prasher explained that the Commission received an email from Shelley Slota in the 

Building Department providing an explanation regarding the 180 day retention period on 

several items.   

 

Ms. Slota's response was as follows "The Ohio Building Code Section 104.2.1.4 requires 

that one (1) set of approval construction documents shall be retained by the building 

official for a period of not less than one hundred eighty days from date of completion of 

the permitted work. I was seeking to have our retention in line with the Ohio Building 

Code requirements. As far as Chris Shook’s comment, once a project has been 

completed, we do not open it back up for amendments. It would require a new submittal." 



Minutes Records Commission April 20, 2021 

City of Reynoldsburg Page 2 Updated 4/20/2021 4:58 PM  

RESULT: ADOPTED [UNANIMOUS] 

MOVER: Chris Shook, City Attorney 

SECONDER: Stephen M. Cicak, City Auditor 

AYES: Prasher, Cicak, Shook, Begeny 

2. Update of Attorney Retention Schedule 

Clerk Prasher explained that this schedule is just another update for the Attorney's office.  

There were no changes to any of the retention periods.  The format was updated, 

numbering updated, items alphabetized, and addition of citywide routine items.  The 

yellow highlighted areas will be updated with a description and AT-43 has a typo and 

should read TRC, not TRO. 

RESULT: ADOPTED [UNANIMOUS] 

MOVER: Mollie Prasher, Clerk of Council 

SECONDER: Stephen M. Cicak, City Auditor 

AYES: Prasher, Cicak, Shook, Begeny 

b. Records Code, Policy & Poster 

1. Review of Chapter 167 Records Commission 

Clerk Prasher asked that the Commission recommend submitting an ordinance to Council 

to remove the "extra" pages that were accidentally left in and codified in 2015.  Section 

167.05 (a-g) on pages 39 and 40 should be removed from Chapter 167 making that 

Chapter accurate. 

RESULT: APPROVED [UNANIMOUS] 

MOVER: Stephen M. Cicak, City Auditor 

SECONDER: Mollie Prasher, Clerk of Council 

AYES: Prasher, Cicak, Shook, Begeny 

5. Adjourn 

The Records Commission will hold its next meeting on May 4th at 3:00pm as the Attorney's 

office will have a RC3 Destruction Schedule needing approval. 



 
RECORDS COMMISSION 

TUESDAY MARCH 23, 2021 

3:00 PM 

VIRTUAL MEETING 

 

City of Reynoldsburg Page 1 Updated 3/30/2021 10:26 AM  

1. Call to Order 

PRESENT: Prasher (Remote), Shook, Begeny 

ABSENT: Cicak, Piek 

 

2. Approval of Agenda 

The agenda was approved as submitted. 

3. Approval of Minutes 

a. Records Commission – Meeting – March 1, 2021 

The March 1, 2021 minutes were approved as submitted. 

RESULT: ACCEPTED AS AMENDED [UNANIMOUS] 

MOVER: Chris Shook, City Attorney 

SECONDER: Mollie Prasher, Clerk of Council 

AYES: Prasher, Shook, Begeny 

ABSENT: Cicak, Piek 

4. Discussion 

a. Retention Schedule 

1. Update Police Retention Schedule 

Clerk Prasher explained that after discussing the issue with Chief Baker, the Commission 

is comfortable with the 30 days retention period for body/cruiser cameras as long as 

videos are saved when requested by the Attorney's office. 

 

Clerk Prasher added that three additional records were added to the schedule since the 

last meeting - Citizen Complaints, Disciplinary Investigations and Internal Affairs 

Investigations.  Each of these records had a seven years and no longer of legal value 

retention period. 
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Minutes Records Commission March 23, 2021 
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RESULT: ADOPTED [UNANIMOUS] 

MOVER: Chris Shook, City Attorney 

SECONDER: Mollie Prasher, Clerk of Council 

AYES: Prasher, Shook, Begeny 

ABSENT: Cicak, Piek 

2. Service Department Retention Schedule 

Other than formatting and adding the latest standardized record items, the Service 

Department schedule is the same as the existing schedule. 

RESULT: ADOPTED [UNANIMOUS] 

MOVER: Chris Shook, City Attorney 

SECONDER: Mollie Prasher, Clerk of Council 

AYES: Prasher, Shook, Begeny 

ABSENT: Cicak, Piek 

3. Update of Building Department Retention Schedule 

Attorney Shook questioned the reduction of the retention period for both commercial and 

residential Building Plans from five and three years respectively to 180 days.  

 

Mayor Begeny suggested holding approval until the Building Department had an 

opportunity to clarify the change. 

RESULT: HELD Next: 4/20/2021 3:00 PM 

b. Destruction Schedule 

1. Supplemental Destruction Schedule 

RESULT: ADOPTED [UNANIMOUS] 

MOVER: Mollie Prasher, Clerk of Council 

SECONDER: Chris Shook, City Attorney 

AYES: Prasher, Shook, Begeny 

ABSENT: Cicak, Piek 

5. Adjourn 

As there was no further business, the Mayor adjourned the meeting at 3:28pm. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  April 20, 2021 

TO:   

    RE: Update of Building Department Retention Schedule 

 

Approval: 

Joe Begeny Chris Shook Stephen Cicak 

 

An updated Building Department retention schedule. 

4.a.1
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Reynoldsburg Retention Schedule
Building Department

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

ID # Record Title and Description Retention Period Media Type

For use by 

Auditor of 

State or 

OHS-LGRP

RC-3 

Required             

by                 

OHS-LGRP

BD-01 Accident/Incident Reports 2 years unless pending action paper/electronic
    reports of accidents, thefts, vandalism, etc. 
    involving city employees, property & equipment

BD-02 Administrative, Fiscal Files & Reports Retain until no longer of administrative value, paper/electronic
   non-specific and periodic    then destroy

BD-03 Annual Departmental Budget 3 years paper/electronic
  list of funds and anticipated revenues & expenses

BD-04 Annual Budget Departmental Documents & Until incorporated into Annual Report, then destroy paper/electronic
      Work Papers

  list of revenues & expenses by department

BD-05 Annual Report 25 years, then appraise for historical value paper/electronic
  report of annual functions of the department

BD-06 Awards & Certificates Permanent multi

BD-07 Building Code Until superceded, but retain one copy permanently paper/electronic
   code book governing city building guidelines

BD-08 Building Complaints & Violations Case Files 2 years after complaint is resolved or violations paper/electronic
   complaints & violations, citations    corrected

BD-09 Building Inspection Reports 3 years paper/electronic
   inspection reports of all properties

BD-10 Building Permit Applications 3 years  Permanent paper/electronic
   applications for building permits

Building Plans
   design & construction plans, additional documents

BD-11    Commercial  5 years  180 days from issuance of Cert. of Occupancy or completionpaper/electronic

BD-12    Residential 3 years  180 days from issuance of Cert. of Occupancy or completionpaper/electronic

4.a.1.a

Packet Pg. 6

A
tt

ac
h

m
en

t:
 2

02
1 

B
u

ild
in

g
 R

et
en

ti
o

n
 S

ch
ed

u
le

  (
B

u
ild

in
g

 D
ep

ar
tm

en
t 

R
et

en
tn

io
n

 S
ch

ed
u

le
)



  Auditor of State   OHS-LGRP

BD-13 Bulletins, Posters & Notices Retain until no longer of administrative value, paper/electronic
   signs describing events, meetings, issues, etc.    then destroy

BD-14 Business Cards/Rotary/Rolodex Files Until obsolete or superseded, then destroy paper/electronic
   address and phone number information

BD-15 Calendars - Council & Committee/Boards 1 year & no longer of administrative value, then destroy paper/electronic

BD-16 Condemnation & Demolition Records 10 years, then appraise for historical value paper/electronic
   reports by property of demolition/condemnation

BD-17 Contractor Registration, Performance Bonds, 4 years paper/electronic

   Surety Bonds / Contractors
   bonds & registration applications from contractors

Correspondence
BD-18    Executive - Manager, Council, executive & staff  1 year and no longer of administrative or legal value paper/electronic

    letters/memos dealing with significant aspect of
   administrative office including agency policies, 
   programs, fiscal, legal & personnel matters

BD-19    General - Both internal & external 30 days and no longer of administrative value paper/electronic
   correspondence from all sources requesting
   information or miscellaneous inquiries

BD-20    Transient - Serves to convey information Retain until no longer of administrative value, paper/electronic
   of a temporary importance in lieu of oral    then destroy
   communications.

BD-21    Unsolicited - Generic mail, advertisements, Retain until no longer of administrative value, paper/electronic
   catalogs, invitations, etc.    then destroy

BD-22 Drafts and Informal Notes Retain until no longer of administrative value, paper/electronic
   materials used to support final documentation    then destroy

BD-23 Electronic Mail (Email) & Attachments Within 30-days, print a paper copy & file according to electronic
    contains email messages, Tweets, recorded content or save to electronic folder using 
    conversations, instant message created or received Correspondence as retention period. Following this 

procedure, emails may be deleted after 30-days

BD-24 Equipment Operating & Maintenance Manuals Life of equipment, then destroy paper/electronic
   manuals provided with equipment purchases

4.a.1.a
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  Auditor of State   OHS-LGRP

BD-25 Fax & Copier Journal Reports / Cover Sheets / Retain until no longer of administrative value, paper
    Confirmation Notices then destroy
    automatic reports showing copiers & fax use

BD-26 Fixed Asset Inventory Until superseded, retain one copy until audited paper/electronic
   list of department assets and value

General Orders, Directives, Rules, Regulations
   codes, memos, personnel policies, procedures
   administrative policies & regulations

BD-27    County, State or Federal Until superseded, then destroy paper/electronic
BD-28    City of Reynoldsburg 6 years after revised, superceded or discontinued paper/electronic

Grant Applications
BD-29    Funded 6 years after expiration and audited paper/electronic
BD-30    Not Funded 1 year paper/electronic

BD-31 Inspection Cards 2 years paper/electronic
   field inspections

BD-32 Inspection Department Database 10 years paper/electronic
   inspection results & comments

BD-33 Management & Operational Reports 5 years paper/electronic
   monthly & yearly reports - OBBS

BD-34 Messages Erase when no longer of administrative/legal value paper
    phone or visitor messages

BD-35 Monthly Census Reports 3 years paper/electronic
   Census information provided monthly

BD-36 Monthly Permit Activity Summary 3 years paper/electronic
   monthly reports containing permit information

BD-37 Nuisance Abatement Files 4 years & no actions or claims pending paper/electronic

BD-38 Ohio Public Records Compliance File Permanent paper/electronic
   records of retention and destruction schedules
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  Auditor of State   OHS-LGRP

BD-39 Official Staff & Committee Rosters 1 year after superseded or obsolete paper/electronic
   master directories of employees, Councilmembers
   & board/commission members contact information

BD-40 Offical Thoroughfare Plan Maps / City Maps 10 years after, revised, superceded or discontinued and paper/electronic
   records of retention and destruction schedules no longer of administrative value

BD-39    Certificates of Occupancy Retain permanently paper/electronic
   City issued occupancy permit

BD-40 Photographs, Negatives, Digital Images Until no longer of administrative or legal value, multi
then assessed for historical value

BD-41 Plan Review Addendum & Certificate 180 days from issuance of Certificate of Occupancy paper/electronic
    of Plan Approval    or completion
   constructioin plans/approvals

BD-42 Planning, Scheduling, Calendar & Training Continually updated, revised or erased paper/electronic
   calendars, planners, software programs (Outlook)
   appointment books, publications (outside sources)

BD-43 Press Releases/Public Service Announcements 3 years or no longer of admintrative/historical value paper/electronic
    notices sent via mail & electronic regarding
    general information, reminders

BD-44 Professional Magazines & Publications Retain until no longer of administrative value, paper/electronic
    publications from outside sources then destroy

BD-45 Public Record Requests and Log 2 years until no longer of administrative value paper/electronic
   public records requests (forms & records)

BD-46 Receipt Books / Transaction Receipts 3 years, provided audit paper
   receipt books for payment of fees

BD-47 Records Retention Documents 25 years paper/electronic
   RC 1, RC 2, RC 3

BD-48 Reference Publications & Directories Retain until no longer of administrative value, paper/electronic
     information collected, received or used for then destroy
     reference purposes

BD-49 Requisitions / Purchase Orders 2 3 years, provided audited electronic

4.a.1.a
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  Auditor of State   OHS-LGRP

BD-50 Security & Surveilliance Videos (Loop System) 30 days, continually updated electronic
   contact information, brochures, etc.

BD-51 Special Flood Hazard Area Development Permits Permanent paper/electronic
  permits for flood districts

BD-52 Vendor & Supplier Catalogues & Files Until no longer of administrative or fiscal value paper/electronic

BD-53 Voice Mail - phone and/or cell phone Erase when no longer of administrative/legal value electronic
     messages left on voice mail or answering machines

4.a.1.a
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  April 20, 2021 

TO:   

    RE: Update of Attorney Retention Schedule 

 

Approval: 

Joe Begeny 
Completed 

Chris Shook 
Stephen Cicak 

 

Like all of the previous retention schedules the Commission has updated, this schedule is from 

the City Attorney's department.  No changes are made other than utilizing the new format, 

removing duplicate items, and adding generic items like emails, voicemails, and 

accident/incident reports. 
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Reynoldsburg Retention Schedule
City Attorney

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

ID # Record Title and Description Retention Period Media Type

For use by 

Auditor of 

State or 

OHS-LGRP

RC-3 

Required             

by                 

OHS-LGRP

AT-01 Accident/Incident Reports 2 years unless pending action paper/electronic
    reports of accidents, thefts, vandalism, etc. 
    involving village employees or village property 
    and/or equipment

AT-02 Administrative Reports & Fiscal Files - General Retain until no longer of administrative value, paper/electronic
   non-specific and periodic    then destroy

AT-03 Annual Budget 3 years paper/electronic
  list of funds and anticipated revenues & expenses

AT-04 Annual Budget Departmental Documents & Until incorporated into Annual Report, then destroy paper/electronic
      Work Papers

  list of revenues & expenses by department

AT-05 BCI-CCH Files Retain until no longer of administrative value, paper/electronic
   background & criminal background inquiries    then destroy

AT-06 Bulletins, Posters & Notices Retain until no longer of administrative value, paper/electronic
   signs describing events, meetings, issues, etc.    then destroy

AT-07 Business Cards/Rotary/Rolodex Files Until obsolete or superseded, then destroy paper/electronic
   address and phone number information

AT-08 Case Dispositions 3 years, no longer of administrative or legal value, paper/electronic
   summary of case outcomes    then destroy

AT-09 Case Files 1 year after case closed & no action or pending appeals, paper/electronic
   contents of litigation files    then destroy

AT-10 Calendars - Council & Committee/Boards 1 years paper/electronic

AT-11 Charge of Case Review 2 years, no longer of administrative or legal value, paper/electronic
   then destroy

4.a.2.a
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  Auditor of State   OHS-LGRP

AT-12 Civil Litigations Until litigated, then destroy paper/electronic

Correspondence
AT-13    Executive - Manager, Council, executive & staff  1 year and no longer of administrative or legal value paper/electronic

    letters/memos dealing with significant aspect of
   administrative office including agency policies, 
   programs, fiscal, legal & personnel matters

AT-14    General - Both internal & external 30 days and no longer of administrative value paper/electronic
   correspondence from all sources requesting
   information or miscellaneous inquiries

AT-15    Transient - Serves to convey information Retain until no longer of administrative value, paper/electronic
   of a temporary importance in lieu of oral    then destroy
   communications.

AT-16    Unsolicited - Generic mail, advertisements, Retain until no longer of administrative value, paper/electronic
   catalogs, invitations, etc.    then destroy

AT-17 CRB Files 3 years after closed & no actions or appeals pending, paper/electronic
   criminal misdemeanor cases    then destroy

AT-18 CVH 3 years after closed & no actions or appeals pending, paper/electronic
   petitions for limited driving privileges after OVI    then destroy

AT-19 Deeds & Easements Permanent paper
   recorded easement & deed documents

AT-20 Drafts and Informal Notes Retain until no longer of administrative value, paper/electronic
   materials used to support final documentation    then destroy

AT-21 Electronic Mail (Email) & Attachments Within 30-days, print a paper copy & file according to electronic
   email messages, Tweets, Facebook, recorded    content or save to electronic folder using 
   conversations, or other social media formats    Correspondence as retention period. Following this 

   procedure, emails may be deleted after 30-days

AT-22 ERB Files 3 years after closed & no actions or appeals pending, paper/electronic
    environmental misdemeanor cases    then destroy

AT-23 Equipment Operating, Maintenance Manuals, RepairsLife of equipment, then destroy paper/electronic
   manuals provided with equipment & repair records

4.a.2.a
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  Auditor of State   OHS-LGRP

AT-24 Fax & Copier Journal Reports / Cover Sheets / Retain until no longer of administrative value, paper
    Confirmation Notices then destroy
   reports generated automatically showing
   copier and fax use

AT-25 Fixed Asset Inventory 1 year after superseded, retain one copy provided auditedpaper
   list of department assets and value

General Orders, Directives, Rules, Regulations
   codes, memos, personnel policies, procedures
   administrative policies & regulations

AT-26    County, State or Federal Until superseded, then destroy paper/electronic
AT-27    City of Reynoldsburg Until superseded, then destroy paper/electronic

Grant Applications
AT-28    Funded 6 years after expiration and audited paper/electronic
AT-29    Not Funded 1 year paper/electronic

AT-30 Legal Opinions - from all legal counselors 15 years, appraise for historical value paper/electronic
   information received from legal counsel

AT-31 Messages Erase when no longer of administrative/legal value paper
    phone or visitor messages

AT-32 Ohio Public Records Compliance File Permanent paper/electronic
   records of retention and destruction schedules

AT-33 Official Staff & Committee Rosters 1 year after superseded or obsolete paper/electronic
   master directories of employees, Councilmembers
   & board/commission members

AT-34 Photographs, Awards, Certificates Permanent multi

AT-35 Press Releases/Public Service Announcements 2 years or no longer of administrative/historical value paper/electronic
    notices sent via mail & electronic regarding
    general information, reminders

AT-36 Professional Magazines & Publications Retain until no longer of administrative value, paper/electronic
    publications from outside sources    then destroy

AT-37 Receipt Books 3 years or until audit paper
   receipt books for payment of fees

4.a.2.a

Packet Pg. 14

A
tt

ac
h

m
en

t:
 2

02
1 

A
tt

o
rn

ey
 R

et
en

ti
o

n
 S

ch
ed

u
le

  (
U

p
d

at
e 

o
f 

A
tt

o
rn

ey
 R

et
en

ti
o

n
 S

ch
ed

u
le

)



  Auditor of State   OHS-LGRP

AT-38 Record Requests 2 years paper/electronic
   public records requests (forms & records)

AT-39 Reference Publications & Directories Retain until no longer of administrative value, paper/electronic
     information collected, received or used for    then destroy
     reference purposes

AT-40 Requisitions / Purchase Orders 2 years, provided audited electronic

AT-41 TRD Files 1 years after case closed & no actions or appeals pending,paper/electronic
   traffic violation cases    then destroy

AT-42 Treasury Investment Bond Minutes Permanent paper/electronic
   minutes of the TIB monthly meeting

AT-43 TRO Files 7 years after case closed & no actions or appeals pending,paper/electronic
   OVI traffic violation cases    then destroy

AT-44 Vendor & Suppliers Information Until obsolete or superseded, then destroy paper/electronic
   contact information, brochures, etc.

AT-45 Voice Mail - phone and/or cell phone Erase when no longer of administrative/legal value electronic
     messages left on voice mail or answering machines

AT-46 Visitor Logs / Speaker Forms 1 year paper

4.a.2.a
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 phone 

 

 

Memo 

 

DATE:  April 20, 2021 

TO:   

CC:   

RE:  Review of Chapter 167 

 

Attorney Shook and I have discussed amending Chapter 167 Records Commission.  Last year, 

this committee approved a new records request policy, form and poster.  The police department 

called into question the fees listed on these documents. After several months of research, I 

discovered that Chapter 167 was updated in late 2014 or 2015.  I have not found the ordinance 

updating this chapter yet, but what I did find in the codification pages for 2015 was the last page 

with scribbled notes saying this page was left in and evidently not omitted and should cleaned up 

during the next codification.  All of the information on the last page (front and back) duplicates 

items already in the earlier pages, EXCEPT the first 2 items on the first page.  I recommend we 

amend the code to remove those duplicated items and include it as part of our upcoming 

codification as a clean up item. 
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4.b.1.a
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