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Section  A,  Local  Government  Unit

of Canton - Sanitation De artment
(Local  Governnient  Entlly)                                                                                                                                             (Unlt)

9tLcAV  g?hrfu                                Michael Parker         Sanitation Superintendent          o6/15/17
(Signalure  of  Resi)onsible  officlal)                                           (Name)                                                                    (ri[le)                                                                        (Date)

Section  B:  Records Commission

(County)(Adctress)                                                                                                             (City)                                                                               (Z.ip  Coclc)
I

`      To  have this Foi rri re[urnecl to the  Records Commission electroniccllly.  incliicle cln emall  cicldress.

an open meetlrlg,  as required  by Sect}on l2l.22  0RC, ancl approved the

schedules list¬cl  on  thls form  all(I any continuation  sheets,   I  further  certify that ollr commission will  make  every effort to  prevent
these recorcls series froni  belng  clestroyed,  [ranSferred. or otherwise dISPC)secJ OF in vlolcltlon of these schec}ules ancl  that  no recorct

I  hereby certify that our  records conimissic)n met ln

s:i__,,,ffof:id;.      -2ao�s-ffl-         I:{2:S-,7  -
Signature                                                                                             Title

Please Note:    The State Archives recair\s RC-2 forms permanently.  lt ls strongly recommended that the Records
Commission retain a  permaner`t copy of this form

SAO-/LGRP-RC-2  (Part  1  &  2).  Revised  January 2017
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Section  E:   RECORDSRETENTION SCHEDULE  (RC-2)-Part2
See instructions before completing thls forni.

(LocoI Government Ei`u[y)                                                                                                                     (lJnil)

(1) (2) (3) (4) (5) (6)
Schedule Rec.ord Tltle and  Descrlptlon Retention Media Type For use by RC-3
Number Perlod Auditor ofStateorLGRP RequiredbyLGRP

SAN-1 Dumpster service rental agreement 1  year Electronic I
SAN-2

Department pay-in 1  year Paper I
SAN-3 Solid Waste weight receipts 1  year Paper I
SAN-4 Employee attendance records 3 years Electronic I
SAN-5 Purchase orders 3 years Paper I
SAN-6 Employee Performance Evaluations 3 years Electronic I
SAN-7 Employee Vacation  Schedule 3 years Electronic I
SAN-8 Departmental  meeting sign-in sheets 2 years Paper I
SAN-9 Accident Beports

1   yearprovldedno acllonpendl,lg
Paper I

SAN-10 Daily Logs  (customer issues) 2 yearsMinimum Electronic I
SAN-ll Becycle  Delivery  Bin  List 1  year Electronic I
SAN-12 Driver's  Daily  Boute Assignments 1  year Electronic I
SAN-13

Correspondence
1  year Paper I(Boutine  form  letters)

SAN-14 Correspondence (General) 2 years Paper I
SAO-/LGRP-RC-2 (Part 1  &  2). Revised January 2017
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Section  E:   RECORDS RETENTloN SCHEDULE  (RC,2)-Part2

See jnslruc`i.ons berore complellr`g this form.

(LocoI Goveminen[ Er`llty)                                                                                                                 (unlO

(l) (2) (3) (4) (5) (6)
Schedule Record Tltle and  Descrlption Retention Medla Type For use by RC-3
Number Per'c)d Auditor ofStateorLGRP RequlredbyLGRP

SAN-15
Correspondence

5 years Paper I(with  legislative  branch)

SAN-16 Correspondence (Executive) 5 years Paper I
SAN-17

Email 3 years
Electronic IF`8lain  ln lndivldllal accts for 3yrs

Flelaln on admlnislralive back up acct for 10yrs 10 years

SAN-18 VoicemaH
Unl;I ro te-blyIor.i.erbl.nee®edly.dl.`o/edmlo6LrauvaoperaUono'theomm

Electronic I
I
I
I
I
I
I
I
I
I
I
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