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SCHEDULE OF RECORDS-RETENTION AND DISPOSITION i’

Delaware County

(1) TO:. : Records Commission

(2) FROM:

. Delaware’ Count'y Recorder's. Office

(3) Certification: No record shall be retained, destroyed transferred, or otherwnse disposed of in violation of

this schedule. No record shall be destroyed if it pertains to any pending case, claim, or action. When
records listed on this form are to be microfilmed and the. ongmals destroyed please stipulate.

A I
@ A&ﬁ;?;:c% department official: @Wﬂéﬂ/ 5/ §/ ? / ;
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Schedule
.number

Naﬂnt\{/tltle : Date

e e

"
. Chairman, Records Commission: R)W Wﬁ [/ 24 W

Name Date

C)‘Qp%:wk S/ 3/ q

Name.. Data

/‘%‘VW @,«w%.;zmﬂyf/

Date

Ohio Historidal Society:

Auditor of State, Bureau of -
Inspection and Supervision:

@) - Retont R b(S) i
. - etention or use by approving
Record llﬂ? and Qescrxptlon period agencies

91-1

91-2

91-3

91-4

91-5

91-7

Assignment and Release Record (Verbatim Permanent : Microfilm for security
transcript of instruments assigning or -
releasing a mortgage, shows names and
addresses of ‘mortgagor and mortgagee,
describes property, indexes original .
mortgage in mortgage record, date assign-
ed or released.) .

_......ation Certificates (Copies of cer- |1 year after carjcellation ha. -__..
tificates of cancellation of charters of recorded in corpgoration record, then
incorporated companies issued and filed descroy.. o
by the Secretary of State.)

Certificates of Compliance (Copies of Permanent
original cert'iﬁ'cates issued by .state .
department of insurance to forei n
insurance companies doing business in
ng showing name -and address of company

paid up capital stock, assets, liabilities,
1Icome expenditures, a_nd'date filed. )

Chattel Mortgage Record - (Financing State-] 1 year after gxpiration of mortgage
ments) _ s then destroy.

Certificate of Transfer of Real Estate Recojrd Permanent
(A record of certificates of transfer of repl
estates, showing name of decedent, age, names
of heirs, relationship, portion inherited,
description and location -of property,

date ordered by probate judge, and date
filed and recorded. )

Corporation Record (Copies of nofices of Permanent
payment of franchise or excise tax and

discharge of 1lien for non-payment. Showing
file number, name and address of taxpayer,
Jamount of tax and penalty due, and date and time
filedd

Corporation Record (Transcript of articles| Permanent - | Microfilm for security
of incorporation of fraternal, religious,

social, and immigrant aid associations as

well as business concerns showing name of -
corporation, names and duties of officers,
" .|conditions of membership, amount and distri-
bution of capital stock issued, principal
nffice. nlaces of business. and manner of
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Relention
period
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(8)
For use by approving
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91-8
. 91-9
91-10
"91-11

91-12

91-13

14

91-15

91-16
91-17

21 .18

o

91-19

Daily Register - Inhdex to Deeds (Shows
instrument number, month,. day, and year
filed, names of grantors and grantees,
and volume and page number of Deed
Record wherein recorded.)

Daily Register - Index to. Mortgages
instrument number, month, day, and year.
filed, names of mortgagor:and mortgagee,
and vo]ume and page number of’mortgage-
record wherein .recorded.)

Deed Record (Contains verbatim transcrip}
of deeds filed showing file number,
names and addresses of grantors and
grantees, description of property,

date transferred, and indexing plat book
b* volume and ‘page number, )

Génera] Index to Deeds (Shows names of
grantors and grantees, description of:
property, amount paid to.grantor, and
indexes deed record by vo]ume and page
number. )

Genera1'1ndek to Mortgagés:(Shows names b
mortgagor and mortgagee, description of

mortgage record by volume and page numbejr

General Index to Unemployment Compansa-
tion Liens (Shows certificate number,

name of individual or corporatitn againsft
whom p]aced, volume and page number of

cancelled.)

General Plat Index (Describes property
and indexes same in recorder's plat bookp
by volume and page number.)

Index to Assignments and Releases (Showp

tion of property, and volume and page
number of Assignment and Release Record
where recorded.)

Index to Chattel Mortgages (Index to
financing statements showing names

and addresses of debtors and secured
parties, amount secured and description
of chattels; and date a551gned renewed
or released.)

Index to Eeeds (Shows names of grantors
and grantees, file number. volume and
page number of Deed Record wherein recorg
town or township, section or survey, 1ot}
addition or subdivision of property con-
cerned. )

Index to Military Discharges (Shows name
of soldier, branch of service, volume angl
page number of Soldiers Discharge Record
wherein- discharge may be found.)

Index to Excise and Franchise Tax Liens ¢
Corporations {Shows name of corporation}
date and time filed, tax and penalty due}
date paid, date and time released filed,
file number of 1ien and certificate of
discharge.) 4

property, amount of mortgage, and .indeXefs.

Lien Record where recorded, and when tiep -

names of mortgagor and mortgagee,.descrip=

10 years then ¢

10 years after

o
ty

s Permanent

Permanent

f Permanent

.)

Permanent

Permanent

/%ermanent

- ‘Permanent

ed,

Permanent

Permanent

last entry, then destroy.

1(5h)WS"10 years affter Tast entry, then destroy.

Microfilm for security

' Miérofi]m for security

Microfilm'for'security

. > security

Microfilm for security

estroy

Microfilm for security

Microfilm for security

Until all Tiens are dis-
charged.
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(8)
For use by approving*
agencies ‘

91-20
- 91-21

91-22

91-23

91-24

91-25

91-26

91-27

91-28

91-29

91-30

Index to Federal Tax Liens .(Shows file
number, name and address of taxpayer,
collector's notice number, date and timd
filed, tax and penalty assessed, number
of cert1f1cate of discharge, and amounit
assessed and paid.)

Index to Land Contract Record (Indexee
land contract record by name of buyer
and seller.)

Index to Lease Record (Shows names of

Permanent

‘Permanent

- Permanent

lessor and Tessee, description of propegty

and volume and page number of the Lease
Record wherein recorded. )
!

Index to Lien Record (Shows names of
debtors and lienholders, description of
property, and volume and page number of
Lien Record wherein recorded.

‘Index to Liens on Recognizances (Shows
names of defendant and surety, name of
court, case number, amount of bail bond)
descr1pt1on of property, date cancella-
tion filed, and date 1ien descKarged.)

Permanent

Permanent

Index to Miscellaneous Record (Indexes Hy Permanent

volume and page number instruments
recorded in the Miscellaneous Record.}

Index to Mortgages (Shows names of
mortgagors and mortgagees, amount of
mortgage, description of property con-
cerned, and volume and page number of
mortgage record where original instrument
recorded. )

Index to Personal Tax Liens (Shows name
of taxpayer, amount of tax due, volume
and page number of Lien Record wherein
1ien is recorded, and volume and page
number of Personal Tax Liens Release
Record wherein complete or partial
discharge of the lien is recorded.)

Index to Power of Attorney (Shows names
of grantor and grantee, and volume and

page number of Power of Attorney Record
wherein recorded.)

Land Contract Record (Copies of contracfs

Permanent

Permanent

Permanent

Permanent

to sell Tand showing description of propgrty

purchase price, terms of payment, amount
installments and dates due, and date
executed., )

of

. . . .
Lease Record (Contains verbatim transcripts Permanent
of Teases, subleases, assignments of leages,

and memorandum of Teases showing names
and addresses of lessor and lessee,
description of property, amount of rent,
purposes for which property may be used

conditions and terms, and options to rengw

or sub-let the property.)

Midrofi]m for security

Microfilm for security

Microfilm for security

Microfilm for security

Microfilm for security

Until all personal tax
liens are discharged

Microfilm for security

4

Microfilm for security

Microfilm for security
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91-31

91-32

91-33

91-34

91-35

91-36

91-37

91-38

91-39

91-40

91-41 .

91-42 -

91-43

- Mortgage Record wherein Tien is recorded

Lien Record (Shows .names -and addresses
of debtors and 1ienholders, amount of
lien, reason for lien, description of
property against which lien 1is held,
and date discharged.) . '

Limited Partnership Record (Contain-.
Verbatim transcript of statement or

Permanent

Permanent

amended statement of.1imited partnersh1) :
associations showing name of. the associp-

tion, principal office and location of
business, purpose for which formed,
duration, original members and capfto],
new members, officers, use of profits
and surplus, and provisions to admit
ew members

I

iscellaneous Record.(Contains verbatim
transcr1pts of documents showing date of
xecution, names of all part1es thereto,
and date recorded.)

(Shows names and addresses of aid
recipients, date 1ien filed and dis-
charged, and volume and page number of

Mortgage Record (Contains Verbatim
transcripts of mortgages.

{
Notice Index (Shows names of claimant
and landowner, description of property,
nature of claim, and indexes notice in
deed record. by volume =i =t 5 i)

Partition Fence Record (Contains ver-

batim transcripts of agreements between
two or more parties portioning out
responsibility for maintenance of a
fence separating properties.)

Personal Tax Lien Record (Shows name an{l

address of taxpayer, tax dishrict, yearf
delinquent, amount due, penalty assessef,
total amount due, date filed and
released. )

Personal Tax Liens Release Record

(Contains-copy of the county treasurer's
certificate of partial or complete relegs
of delinguent personal tax lien.)

Piat Book (Contains plats of .all Tand
w1th1n the county. )

Power of Attorney Record (Verbaiim

transcript of powers-of-attorney filed
showing names of grantor and grantee,
date recorded, specific acts the
grantee is authorized to perform, and
copies of revocations.)

Record of Liens - Registered Lands

(Verbatim transcripts of liens/
mortgages filed against registered 1and )

Register of Conveyances (Contains a daily

register of instruments recorded, showimg
names of all parties and title of recor
volume and page wherein recorded. )

Permanent

Permanent

.)

Permanent

Permanent

Permanent

Permanent

Microfilm for security

Microfilm for security

Microfilm for security

Until all personal tax
liens are discharged

Permanent

e
Permanent

Permanent

Permanent

10 years 4§

Until all personal tax
liens are discharged.

i

‘Microfilm for security

Microfilm for security

Microfilm for security

\fter last entry, then destroy
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(5)
Schedule
number

- (6)
Record litle and descriplion.

{7)
Retention
period

Pge 5 o 65

(8)
For use by approving °
agencies ’

91-44

91-45

91-46

91-47

91-49

91-50
91-51

91-52

91-58

"~ 91-59

. report of survey with.plat.)

Registered Land Reception Book (Con-
tains copies of documents filed affectH
ing property titles registered under
the Torrens system )

n Reg1stered Land Recept10n book
certificates of ownership.)

Registered Lands - Record of Notices
of Filing Applications (Verbatim trans4
cripts of notice by clerk of courts

of app11cat1on to register title to
1and )

|Reg1stered Lands - Registry. of Title
[(Contains copies .of original and

ransfer certificates of title to
|reg1stered dand. -)

Registered Lands - Surveys (Copies of
surveys of registered land made on ordd
of court of .common pleas, showing
registry numbeér, name of original
registrant and subsequent owners,

Soldiers Discharge’ Record (Verbatim
transcripts of honorable discharges
from the Un1ted States Armed Porces.)

Soldiers Grave Record (Shows name of
So]d1er, branch of service, dates of
birth - oL wouw and 1ocat1ons
of cemetery, and lot, section, block,
and grave number.

Tract Index Contains an abstract of

title by tract showing names of all owneps

from date of platting and Tlisting any
encumbrances ever recorded against
the land, and date discharged.)

Unemployment Compensation‘Lien‘RéCOrd

(Contains copies of liens placed by

Ohio Bureau of Unemployment Compensation
against real.and personal property of
employers for nonpayment of required
contributions.)

Applicatibns for Employment

Audit Report'(Bureauvof Inspection and

Supervision)

Bank Deposit Receiptg

Bank Statements

Cancelled ‘thecks

Cash Books and Journals

Check Registérs‘

(Inddxes

Permanent

* Permanent

Permanent
Permanent

Permanent .

Permanent

Permanent

Permanent

Permanent

1 yéar after
Permanent
2 years after
destroy, provi

3 years aftey
then destroy

3 years after
destroy provig

10 years aftern

Microfilm for seéurity

Microfilm for security

Microfilm for isecurity -

Microfilm for security

Microfilm for security

Microfilm for security

Microfilm for security

date of receipt

1 copy
end of fiscal year, then
ded audited.

end of fiscal year,
provided audited.

end of fiscal year, then
ed audited.

last.entry, then

destroy providzd audited.

3 years afteq epd of fiscal yeér, then
destroy, prqvided audited.
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Sctotule . (6) Retont For use by
chedule : o elention or use by approving
number Record hllc.a and desq(lpllon period age)rlucizz oving .
_ Inventory of'Couhty'Properiy 3 years after ¢nd of fiscal year, then
91-60 ’ I .
destroy, provided audited.
a1 » | Invoices (Paid) 3 years after ¢nd of fiscal year, then
91-61. ——== Ve i .
. ‘ . . | destroy,-provided audited.
91-62 leave Requests (Sick and Vacation) 3 yeérs'after end of fiscal year, then
' . destroy provTTed audited.
91-63 Payroll ReCorﬂs 3 years after|end of fiscal year, then
- destroy provided audited.
91-64 Performance Bonds 10 years after expiration, then destroy
T provided audifed.
91-65 Pkrsonnel Files Retain until te¢rmination. Microfilm,
- ' destroy paper ¢opy. Retain microfilm
permanently.
91-66 Aece1pt Book’(StuBs or carbon cop1e§ Until audited
of originals issued for payments of feeg,
etc.)
91-67 Vendor. Files™ (Literature, Price lists, [etc.) Until o@so]ete or superseced.
© 91-68 Warrant Registers Until audited
91-69 Warrent Paid - Until audited
91-70 - Accident Reports (Personal Or property damagei//Z years|after.end of fiscal year
arising from county vehicle or-occur1ng :
on county property.)
%74(/ SPRD TTED poy @S ‘
p g by s fewrro~
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

(1) TO: Delaware County

B

Records Commission
‘,2) FROM: ﬁelaware Cc’)ﬁnty Recorder

(3) Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of in violation of

this schedule. No record shall be destroyed if it pertains to any pending case, claim, or action. When
records listed on this form are to be microfilmed and the originals destroyed, please stipulate.

Authorize& department ofﬁciél;' | /Jé"i ﬂ, MA‘A &C&MA { /2 7{
/

Name, tifé Date
(4) Approvals: . . , : . .
Chairman, Records Commission: ’ZZ/ﬁ = 6/1/9_,55’ % =/ 72—
- | : o Name = . Date '
Ohio Historical Society: - / 14 / 92
TN ~ Dae 7
Auditor of State, o o . { ).
[ A/g{@w ” /3@«4&____ C:Ausus‘\ I
- Name 4 Date
(5) . (7) 8
Seho - ®) . ®
- mb:lfe " Record title and description Retention For use by approving
, . period agencies
yz2-71 City/County Directories 3 years . -
92-72 desk/wall calendars at end of cufrent
. year. ‘
92-73 ~ Back=disk until no longer
" | of adminstrativq4
value
92-74 Telephone messages until no longer
: of adminstrative
value; until reflurned
or answered
92-75 ’ Routiﬁe;mail.(catalogs,fliers, misc.) until no longet
of -adminstrativye
value, review flor
usefulness;desfroy
daily
92-76 ' Financing Statement Terminations 1. Remmanent
until filmed




