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CITY OF BEXLEY RECORDS RETENTION SCHEDULE SERVICE

SERVICE 

Schedule 

Number 

Records Series Description Retention Period Media Type For use by State 

Auditor or LGRP

SERV 24-001 Analytical Data, EPA Reports, Water 

Quality Reports

5 years Paper and/or Digital

SERV 24-002 Damage Claims/Complaints 2 Years provided resolved with 

no pending action or allowable 

appeals

Paper and/or Digital

SERV 24-003 Equipment Inventories 3 Years Paper and/or Digital

SERV 24-004 Equipment Maintenance Records For Life of Equipment Paper and/or Digital

SERV 24-005 Final Project 

Report/Rendering/Documentation

Permanent Paper and/or Digital

SERV 24-006 Fuel Usage Records 3 Years Paper and/or Digital

SERV 24-007 Hazardous Materials Emergency 

Response Requests / Logs

30 Years Paper and/or Digital

SERV 24-008 Herbicide & Pesticide Records 3 years Paper and/or Digital

SERV 24-009 Hydrant Maintenance & Repair Records 2 years after no longer in service Paper and/or Digital

SERV 24-010 Infrastructure Plans/Maps/Drawings Continually maintained, updated, 

purged

Paper and/or Digital

SERV 24-011 Invitation to Bid 2 Years Paper and/or Digital

SERV 24-012 Material Safety Sheets Until superseded Paper and/or Digital

SERV 24-013 Meter and Valve location record Permanent Paper and/or Digital

SERV 24-014 Project Files 3 Years after completion of 

project

Paper and/or Digital

SERV 24-015 Proposal for Street Projects Until approved or rejected Paper and/or Digital

SERV 24-016 Road Records Continually maintained, updated, 

purged

Paper and/or Digital

SERV 24-017 Sanitary Sewer Maps/Plats Permanent Paper and/or Digital
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CITY OF BEXLEY RECORDS RETENTION SCHEDULE SERVICE

SERV 24-018 Sewer Repair Sheets 10 Years Paper and/or Digital

SERV 24-019 Sidewalk Project Records 5 years Paper and/or Digital

SERV 24-020 Special Sewer Authorizations/Hookups, 

Test Boring Records

Permanent Paper and/or Digital

SERV 24-021 Street Lighting Petitions 3 Years Paper and/or Digital

SERV 24-022 Street Lighting Pole Location Until changed Paper and/or Digital

SERV 24-023 Street Repair Records and Cost 

Summaries

3 Years provided audited if 

applicable

Paper and/or Digital

SERV 24-024 Water Main, Water and Sewer Tap 

Location Record

Permanent Paper and/or Digital

SERV 24-025 Water Testing Records 5 years Paper and/or Digital

SERV 24-026 Work Orders 3 years Paper and/or Digital
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