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The disposal of all District records must be authorized by the State Archives of Ohio and the Auditor of State’s office. To accomplish this, follow the instructions below prior to disposing of any District records:

1. First be sure the documents are the original source documents. If the originals exist with someone else and you are certain you only have copies – you may dispose of them, properly, without notifying the Treasurer’s Department.
2. Check the records retention list available on the Treasurer’s page of the District’s website. The expiration date for retention must be passed before you can submit a request for disposal.
3. Make note of the Schedule Number – it must be included on the label.
4. Complete the box label attached at the bottom of this document. Include ALL information requested.
5. Send a copy of the label to the Treasurer’s Department.
6. Attach the label to the front on the box containing the records.
7. Place the labeled box in storage
8. You CANNOT DESTROY or otherwise dispose of the contents of the box until you receive authorization from the Treasurer’s Department.

What happens next?

1. The documents will be added to the Treasurer’s RC-1 One-Time Disposal of Obsolete Records form which is submitted in July each year to the State Archives of Ohio and the State Auditor’s office.
2. The Treasurer’s Department will be notified when we are approved to dispose of the records, or given other instructions if disposal is denied. The Treasurer’s Department will inform you upon receipt of the decision.



THE TREASURER’S OFFICE HAS BEEN CONTACTED ABOUT THESE RECORDS AND THESE RECORDS 
[bookmark: _heading=h.30j0zll][bookmark: bookmark=id.gjdgxs]HAVE BEEN ADDED TO THE DISPOSAL OF OBSOLETE RECORDS LIST TO BE SUBMITTED TO THE STATE OF OHIO’S ARCHIVE/HISTORICAL SOCIETY IN JULY Enter Year.

CONTENTS:
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If approved – the contents of this box will be destroyed
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