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Union County Clerk of Courts Auto Title Division
(Local Government Entity) (Unit)

AT23-01

Bank Records
Records related to banking transactions 
between the Auto Title Division and financial 
institutions including, but not limited to, bank 
books, bank deposit receipts, bank deposit 
slips, bank statements, canceled checks, check 
registers and reconciliations

2 years, provided 
audit Paper/Electronic

AT23-02
Certified Mail Receipts
Acknowledgements received for the issuance 
of sending certified mail

2 years Paper

AT23-03
Correspondence
General office communications from external 
and internal sources

2 years Paper/Electronic

AT23-04
Daily Reports
Contains a daily record of fees pertaining to 
certificates of titles issued

2 years, provided
audit Paper/Electronic

AT23-05

Log Books
Records documenting and recording office 
activities including, but not limited to, daily 
title usage

2 years Paper

AT23-06
Receipt Documents
Records acknowledging that payment has 
been received

Until digitized and 
quality control 
checked.  If not 
digitized, maintain 
for 2 years, provided 
audit

Paper

AT23-07
Receipt Documents
Records acknowledging that payment has 
been received

2 years, provided
audit Electronic

AT23-08

Titles - Manufactured and Mobile Home
Certificates of titles issued for the sale and/or 
transfer of manufactured and/or mobile 
homes

30 years after date
of issuance
(ORC 4505.08)

Paper

AT23-09

Titles - Manufactured and Mobile Home
Certificates of titles issued for the sale and/or 
transfer of manufactured and/or mobile 
homes

30 years after date
of issuance. 
Maintained in State 
ATPS Database
(ORC 4505.08)

Electronic

AT23-10

Titles - Motor Vehicle
Certificates of titles and supporting evidence 
issued for the sale and/or transfer of, 
including but not limited to, motor vehicles, 
motorcycles, trailers and/or watercraft, and 
also includes, but is not limited to, receipts 
for notations and cancellations of liens

2 years after date of 
issuance and digitally 
captured to State 
Automated Title 
Processing System 
(ATPS) Database
(ORC 4505.08)

Paper

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

(1)
Schedule
Number

(2)
Record Title and Description

(3)
Retention Period

(4)
Media Type

(5)
For use by Auditor of 

State or LGRP

(6)
RC-3

Required
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Union County Clerk of Courts Auto Title Division
(Local Government Entity) (Unit)

AT23-11

Titles - Motor Vehicle - Active
Certificates of titles and supporting evidence 
issued for the sale and/or transfer of, 
including but not limited to, motor vehicles, 
motorcycles and/or trailers

7 years after date
of issuance. 
Maintained in State 
ATPS Database
(ORC 4505.08)

Electronic

AT23-12

Titles - Motor Vehicle - Inactive
Certificates of titles and supporting evidence 
issued for the sale and/or transfer of, 
including but not limited to, motor vehicles, 
motorcycles and/or trailers

5 years after date
of issuance. 
Maintained in State 
ATPS Database
(ORC 4505.08)

Electronic

AT23-13

Titles - Voided
Copies of titles that were printed in error or 
with incorrect information that were 
immediately corrected and re-issued; also 
includes Void Report

2 years, provided
audit Paper

AT23-14
Weekly and Monthly Reports
Contains a weekly and monthly record of fees 
pertaining to certificates of titles issued

2 years, provided
audit Paper/Electronic

RECORDS RETENTION SCHEDULE (RC-2)
See instructions before completing this form.

(1)
Schedule
Number

(2)
Record Title and Description

(3)
Retention Period

(4)
Media Type

(5)
For use by Auditor of 

State or LGRP

(6)
RC-3

Required
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