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1.0 Purpose  

The purpose of this policy is to establish guidelines on retention, transfer and disposal of records. 

2.0 Policy 

The State Records Management program provides technical assistance to agencies in developing 

and administering an effective records management program. In accordance with Ohio Revised 

Code requirements pertaining to the creation, distribution, retention, preservation and final 

disposition of records, the following procedures shall apply.  

2.1 Each state department, agency, institution, board, commission or entity shall: 
 
2.1.1 Appoint a records management officer and report the name, address and 

telephone number of the person so designated to the state records management 
program office. 
 

2.1.2 Review existing records and record retention schedules in their office(s) to 
determine that  schedules  are  appropriate  and  current  for  the  purpose  of  
establishing  and retaining the records. 

 
2.1.3 Submit “Record Retention Schedules,” for all record series that are not currently 

scheduled or current schedules that require revision, to the state records 
management program office. 

 
2.1.4 Establish  internal procedures  for  the regular  and orderly transfer or disposal of 

records  in   accordance  with  the  retention  periods  established  in  the  general 
schedules or record  retention schedules. Such internal procedures shall include 
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obtaining approval for the destruction of such records from the records 
management officer and a method of properly documenting records disposals. 

 
2.1.5 Submit an annual Certificate of Compliance to the state records management 

office by December 31 of each year.  The Certificate of Compliance shall be signed 
by the agency records management officer and the agency director. 

 
This policy supersedes any previously issued directive or policy and will remain effective until 
canceled or superseded. 

 
3.0 Authority 

R.C. 121.07, 149.33-34 

4.0 Revision History 

Date Description of Change 

09/01/2009 Original policy, published as GS-D-04. 

12/18/2015 Reformatted and renumbered. 

12/18/2017 Scheduled policy review. 

5.0 Inquiries 

Direct inquiries about this policy to: 
 

Bunnie Jones 
Office of State Printing and Mail Services – Records Management 
General Services Division 
Ohio Department of Administrative Services 

 2080 Integrity Drive, Columbus, Ohio 43209 
 

614-466-1105 | Bunnie.Jones@das.ohio.gov 
  

State of Ohio Administrative Policies may be found online at 
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