
 

 

 

 

 

 

 

 

 

 

 

 

 

 

          Materials to be sent to The Records Center  

 

TO BE 

SCANNED 

Department preps 

documents for 

scanning  

(See reference guide) 

 

Put documents in a 

Records Center box 

and attach a note to 

lid labeled Scanning 

Send an email to 

recordscenter@co.delaware.oh.

us 

In email state number of boxes 

for pick-up and location of 

boxes  

Records Center staff will add 

your request to the weekly pick 

up list. 

 Email must be received by 4 

PM the Tuesday before pick up 

for that week.  

STORAGE 

Review department retention 

schedule or General Schedule 

Go to County website, choose 

Records Center then Retention 

Schedules 

Have the materials met the 

retention requirement? 

NO 

Put documents in a Records 

Center box for storage and label 

with following:  

Schedule number 

Contents of box 

Department name  

 Destruction Date  

 

 

YES 

See destruction 

chart  

DESTRUCTION 

Put documents in a 

Records Center box  

Complete Certificate of 

disposal (RC-3 form) 

Email the certificate of disposal form 

(RC-3) to the Records Center for 

review 

recordscenter@co.delaware.oh.us 

 

Records Center Staff reviews form 

Form is 

approved 

Department is 

advised  

 

Form needs 

corrections 

Record 

Center will 

contact you  

Have director or authorized 

person sign and email form 

to the 

recordscenter@co.delaware

.oh.us  

Tape a copy of the 

RC3 form on the 

top of the each 

box to be picked 

up  

Make 

corrections 

 

Send an email to 

recordscenter@co.delaware.oh.us 

Advise us how many boxes you 

have for pick up and the location of 

the boxes. 

 Once retention is met Records 

Center Staff will send an RC-3 to 

the department   
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