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Form: SAO/LGRP-RC2 (part 1), Revised July 2011 

Ohio Historical Society 
State Archives of Ohio 
Local Government Records Program 
 
800 E. 17th Avenue 
Columbus, Ohio 43211-2497 

 
 

RECORDS RETENTION SCHEDULE (RC-2) – Part 2 
Section E: Records Retention Schedule 

      City of Centerville                                                               Finance/Tax Division 
(local government entity)      (unit) 

 
(1) 

Schedule 
Number 

(2) 
Record Title and 

Description 

(3) 
Retention Period 

(4) 
Media Type 

(5) 
For use by 

Auditor of State 
or OHS-LGRP 

FT-001 
 
 
 
FT-002 
 
 
 
FT-003 
 
 
 
FT-004 
 
 
 
FT-005 
 
 
 
 
 
 
 
 
 

Account Number Assignment 
Record  
 
 
Bank Records  
(Checks, Deposit Receipts, 
etc.)  
 
Daily Posting Records 
(Cash Reports, Electronic 
Deposits)  
 
Return Files 
(Individual and business 
return files for each raxpayer) 
 
Withholding Files 
(Copies of W-2s Received)   
 
 
 
 

Permanent 
 
 
 
Three years 
provided audited 
 
 
Three years 
provided audited 
 
 
6 years  
 
 
 
6 years  

Paper until 
converted to 
electronic 
 
Paper 
 
 
 
Electronic 
 
 
 
Multiple 
 
 
 
Multiple 
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