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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

TO: WARREN METROPOLITAN HOUSING AUTHORITY Tel. No:  (513) 695-1226
BOARD OF COMMISSIONERS
FROM: WARREN I:/EE'I‘ROPOLITAN HOUSING AUTHORITY . Tel. No:  (513) 695-1226
4 ]
L///} } GULC{ Mary Gilbert Executive Director 31 / Ol
T ( (signatdre of responsible official) (name) (title) * (date)

CER’I‘IFICA{ : T hereby certify that our Board of Commissioners met in an open meeting, as required by Section 121,22
ORC, and passed the retention schedules contained on this form and any additional sheets. I further certify that our Board of
Commissioners will make every effort to prevent these record series from being destroyed, transferred, or otherwise disposed

of in violation of this schedule and that no recprd will be knowingly disposed of which pertains to any pending case, claim,
action or request. This was approved on tl_j’L as reflected by the minutes kept by this Board of Cormmissioness.

Chair, Metropolitan Housing Aunthority

Board of Commissioners: / E / %W / /z 6/& ¢
g, (signature) 7 (date¥
g ; !
(Lo

Cerutte ol R g (A2 WO TIPS fcd/g

Certificate of K

’ /W (for the Ohio Historical Sbciety) '/ (datf)
{ 7 - .
Approved by the Ohia Auditor of State: M Z "/ §-1¢-0F

(for the Ohio Auditor df Siate) (date)

* SEPARATE ENTRIES SEOULD BE MADE FOR RECORDS WITH MORE THAN ONE MEDIA TYPE*

Statement and Voucher for Accruing Annual 3 years following :
Contributions (for non-permanently financed period covered. Paper t? -
1-06 PL- 671projects) Foxm HUD 52435, Retain until and/or @
(filed chronologically in separate folder for each | microfilmed. Electronic
fiscal year.) Migrate electronic .
data as necessary.
1A-06 “ ” Permanent Microfilm JUL 23 2008
Transfer to storage :
Statement of Initial Operating Income & 3 yf:acrls follow1dng
Expenses, Form HUD-52603 period covered. | Paper
2-06 ’ . . e Retain until and/or
(filed chronologically in separate folder for each crofilmed i .
fiscal year.) microfitmed. Electronic
) Migrate electronic
data as necessary.
2A-06 ¢ » Permanent Microfilm
Transfer to storage
. .o 3 years following
g;r;pgggg ;;’ é);yments in Lieu of Taxes, period covered, Paper
3-06 P Retain until and/or
(filed chronologically in separate folder for each ; .
fiscal year.) m{croﬂlmed. ‘ Electronic
) Migrate electronic

data as necessary.
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. Transfer to storage ]
3 years following
Balance Sheet, Form HUD-52595, period covered, Paper
4-06 (filed chronologically in separate folder for each | Retain unti] and/or
fiscal year.) microfilmed. Electronic
Migrate electranic
data as necessary.
44-06 “ » Permanent Microfilm
Staterment of Income, Expenses & Changes in g‘r?;t;e?t;)l sto.m £¢
Accumulated Surplus or Deficit from ye 4 N ovgng p
506 Operations, From HUD-52596. Bt .
(filed chronologically in separate folder for each etaun andior
fiscal year.) xm_croﬁlmcd. Electronic
Migrate electronic
data as necessary.,
5A-06 “ " Permanent Microfilm
Transfer to stoxage
Analysis of Non-Routine Expenditures, Form 3 years following
period covered, Paper
HUD-52598. . .
6-06 (filed chronologically in separate folder for each Retain uptil and/or
fiscal year.) groatly P microfilmed. Electronic
yeat. Migrate electronic
data as necessary.
6A-06 “ » Permanent Microfilm
Transfer to storage
Statement of Operating Receipts & 3 years following
; peried covered. Paper
Expenditures, Form HUD-52599, . .
7-06 (filed chronologically in separate folder for each Retain until and/or
fiscal yoar.) microfilmed. Electronic
scal ycar. Migrate electronic
data as necessary.
7A-06 « ” Permanent Microfilm
Trausfer to storage
Statement & Voucher for Basic Annual 3 years following
Contributions - Leased Housing, Form HUD- period covered. Paper
8-06 52981, Retain until and/or
(filed chronologically in separate folder for each | microfilmed. Electronic
fiscal year.) Migrate electronic
data as necessary.
8A-06 * ” Permanent Microfilm
Transfer to storage
Voucher for Payment of Annual Contribntions 3 years following
for Housing Assistance Payments Program, period covered. Paper
9-06 Form HUD-52681. Retain until and/or
{filed chronologically in separate folder for cach | microfilmed. Electronic
fiscal year.) Migrate electronic
data as necessary.
9A-06 « ” Permanent Microfilm
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Operating Statemment Housing Assistance

Transfer to storage
3 years following

dala as necessary,

10-06 Payments Program, Form HUD- 52682, %‘::.d cmt';r':d' Pag/ﬁ
(filed chronologically with a separate folder micrmﬁuhlxlm 4 ;111 (t)rr .
from each numbered item.) icro . ecironic
Migrate electronic
data as necessary,
10A-06 «“ ” Permanent Microfilm
11-06 Preliminary Loan Notes, Including Related Zuséci?fniou:mj;i " apagfrr
Documents and Conrespondence. paym naror
of note. Electronic
. 4 years following Paper
12-06 ﬁ;cévg)r;z::s?;;isd gllzleudmg Related Docurnents audit and payment | and/or
i of note. Electronic
. 7 years following Paper
13-06 Z::gg;ag Ijlcl):’isn ix;c]udmg Related Documents audit and payment | and/or
P ) of note. Electronic
Records Relating to Permanent Financing: ﬁz:]nﬁul;t;ﬁ Paper
14-06 Bonds and Notes Including Related Documents . Lo and/or.
and Comrespondence Migrate electronio Electronic
P ) data as necessary.
14A-06 e » Permanent Microfilm
Retain until Paver
15-06 Fiscal Agent Agreement, microfilmed. angfor
) (filed in separate folder.) Migrate electronic El .
Electronic
data as necessary.
15A-06 “ ? Permanent Microfilm
Retain until Paver
16-06 General Depository Agreement. microfilmed. ang/or
i (filed in separate folder.) Migrate electronic | gy o
data as necessary.
16A-06 ¢ » Permanent Microfilm
Transfer to storage
3 years following
period covered. Paper
17-06 Genera) Lodger Retain until and/or
(in binder.) microfilmed. Electronic
Migrate electronic
data as necessary.
17A-06 “ ” Permanent Microfilm
Housing Surveys and Census Tabnlations. Paper ﬁmmﬂd meang: the years
18-06 (filed chronologically with separate folder for Until superseded and/or enompessed by the reconds
each survey or census tabulation.) Electronic a8 besp aude
10 years following Paper Auditor of State ang the
19-06 Income Ledger close of fiscal year. ang/or eudit repart has beg
- (in binder.) Transfer to storage Electronic | 1l PUSLant it
after audit. nt to
Retain until Paver g
20-06 Initial Operating Ledger microfilmed, ang/or
(in binder.) Migrate clectronic Electronic
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oiELcode Nicdin dilonoRSiieos
S i m_.ﬂk A = (S0t EIE] ":-Ea- .'___—
Permanent Microfilm
21-06 Insurance and Fidelity Bonds 10 years following Pag/er
(filed in separate folder.) expiration date. andror
Electronic el
: Paper L yearg -
22-06 g‘;ﬁ:ﬁ;ﬁ ;{eglstcr 6 years after audit. | and/or h mpassed by the renortls
' Electronic *9*¢ bean audied by tha
Inventory of expendable equipment, materials Paper  AUIOT OF State and thy
23-06 and supplies, or nonexpendable equipment. 5 years after audit. | and/or  8Y0H report has bee
_(filed chronologically in separate folder.) Electronic 'e#23sed pursuant #n
Managerment Reports Transfer to storage Paper Ser. 117.26 Q.RC,
24-06 {filed chronologically with separate folder for g&zﬁg audit f and/or
each project.) audit. years 8l | plectronic
Project Reports
reports on families moving into low-income Transff:r to stqmge Paper
. . following audit.
25-06 public housing. Retain 4 s aficr and/or
(filed chronologically with separate folder for a ditm years aliel | plectronic
¢ach project.) udit.
Report on Occupancy ;gﬁg:ff; t‘; sgo.:age Paper
26-06 (filed chronologically with separate folder for . & aucit and/or
. Dispose 4 years .
each project.) . Electronic
after audit.
Report on Regular Reexamination of Families in | Transfer to storage Paper
2706 Low-Income Public Housing, following audit. a::g/or
B (filed chronologically with separate folder for Retain 4 years after Elecironic
each project.) audit,
Report on Initial Occupancy of Low-Income Transfer to storage Paner
28-06 Public Projects, Form HUD-52209. following audit. ang/zr
) (filed chronologically with separate folder for Retain 4 years after Electromic
each project.) andit. -
Paper
29-06 Reports on Unit Availability, Form HUD-51230. | 3 years after audit. | and/or
Electronic
. . . 3 years following Paper
30.06 Certificates Regarfimg Tc_nants Admitted to tenant exit from and/or
Low-Income Public Housing,. .
program. Electronic
Coordinated Management Reports. Maintain two latest | Paper
3106 Ailed i te fold reports until and/or
(filed in separate folder.) superpseded. Electronic
Individual Management Reports.
{each in separate folder.)
A- Management Review .
. Maintain two latest | Paper
32-06 B~ Qccupancy Audit | reports until and/or
C- Utilities Revicw superseded Electronic
D- Project Engineering Survey ’
E- Maintenance Operations Review
F- Review by Specialists
. . Paper
13.06 Audit Reports. ) ) Reu'un for next two and/or
(filed chronologically in folder.) audits. El ;
ectronic
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Minutes omct-:tings 'Rm tai 1
includes resolutions, motions, notices of < u:ﬁllmtx 4 Paper
34-06 meeting, certificates of the secretary and other ﬁcro g mle tr . and/or
related documents, d tira ¢ eleclionie | ¢, tromic
{filed chronologically in binder.) afa as necessary.
34A-06 w ” Permanent Microfilm
1506 Motor Vehicle Titles. Until PHAMHA | 22Per
(filed by vehicle in separate folder.) disposes of vechile. Electronic
Nonexpendable Equipment Record Cards. 3 years after itemm is | Paper
36-06 (filed numerically by equipment account number | removed from and/or
and alphabetically by type of equipment.) inventory. Electronic
Bid and Contract Forms, Bills of Sale, other ;5 }.'C;trif;%? P
Documents Evidencing Sale. pIx . aper
37-06 . contract; migrate and/or
(filed by contractor control number with folder electronic recard as | Electroni
for papers relating to each transaction.) omie
NECESSALY.
Paper
38-06 Trapsaction Amount $1,000.00 or Less. Sgeazsn:ﬁm final and/or
payment. Electronic
10-06 Transaction Amount between $1,001 and 5 years after final Ezgf;r
$25,000.00 payment, Electronic
Paper
40-06 Transaction Amount $25,001 and over. 12 Vc:‘:t"ﬁer final | o rdor
paym Electronic




