
APPROVAL PROCESS FOR RETENTION SCHEDULES (RC-2) AND ONE-TIME 
DISPOSALS (RC-1) 

 
 
 
 
 

Department Submits Retention 
Schedule (RC-2) or One-Time 

(RC-1) to Records Commission. 

 
  
 
 
  
  
 
    
 
 
 
 
 
 
 

 
 
 

 
 
 
 
  
 
 
  
 
 
  
 
 
 
  
 
 
 
  
 
 

Y
E
S 

Submit to Ohio Historical Society-
Local Government Records Program 

(OHS-LGRP will forward to State 
Auditor). 

NO
 
Return to Records Commission for 

Revision. 

Do Ohio 
Historical Society 
and State Auditor 

Approve? 

Does Records 
Commission 

Approve in an 
Open Meeting per 

121.22 ORC?

 
Return to Department for Revision.NO
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Schedule or One-Time now in effect: 
15 Days  BEFORE disposal, a 

Certificate of Records Disposal (RC-3) 
must be filed with OHS-LGRP. 


