
RECORDS DISPOSAL PROCESS; DETERMINING RECORDS DISPOSAL 
 

 
 
 
 
 
 
  

Is there an approved 
Retention Schedule 
(RC-2) or One-Time 

(RC-1) for this record?

Records must be retained 
until an RC-2 or RC-1 is 

approved. 
No
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Has the state 
retention period 

expired? 

Y
E
S 

Records are ready for disposal.  
Submit Certificate of Records 

Disposal (RC-3) to OHS-LGRP 
15 business days BEFORE 

actual disposal. 

Record must be retained 
until retention period 

expires. 
No

Records selected for 
State Archives or 

Local History 
Network Center 

Records transferred 
per signed 149.31 

ORC Deposit 
Agreement 

Other lawful 
disposal method(s) 


