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Section E: RECORDS RETENTION SCHEDULE (RC-2)- Part 2 
See instructions before completing this form. 

Miami Township - Clermont County, Ohio Administration 

( Local Government Entity) (Unit) 

(1) (2) (3) (4) (5) (6) 
Schedule Record Title and Description Retention Media Type For use by RC-3 

Number Period Auditor of Required 
State or LGRP by 

LGRP 

AD-00007 Bulletins, Posters, General Notices and Retain until no Multi 
Displays longer of an 

□ Administrative 
Value, then 

destrov 
AD-00008 Computer Generated Administrative Retain until no Multi 

Reports (Non-Specific) longer of an 
□ Administrative 

Value, then 
destrov 

AD-00009 Voicemail, Text Messages, Caller I.D. Multi 
Logs and Pager Messaging 

□ 

Delete after 
24 hours

AD-00010 General Administrative Files Retain until no Multi 
longer of 

□ Administrative 
Legal, Fiscal 
or Historical 

Value. 

AD-00011 Electronic Mail System (E-Mail) Retain Email Multi 
that has 

□ significant 
Administrative 
Legal, Fiscal 
or Historical 

Value. 
Maintain 

according to 
content (Refer 

to RC-2). 
Erase Email 
that has no 
significant 

value. 
AD-00012 Backup Data (Not Duplicated) on Retain for 2 Multi 

Personal Computers, Lap Tops and Systems 
□ PDA's Backup 

Cycles then 
Delete, Erase 

or Destroy 
Data. Reuse 

Media if 
possible. 
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