AGENDA

RECORDS COMMISSION

April 14, 2010
2:00 P.M. - PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of October 28, 2009
4. New Business

a.    Application for One-Time Disposal of Obsolete Records (RC1)

Board of Elections
BOE-DAS AP 10-2010
thru
Outdated confirmation cards; sos 

 BOE-DAS AP 15-2010

duped lists; campaign exp reports
destroy asap


BOE-DASAP-29-09

Duped signature rosters


destroy asap


BOE-DASAP-9-2010

Polling place notice cards

destroy asap

BOE-DAS-AP-1-2010 thru
outdated campaign finance reports
destroy asap

 BOE-DAS-AP-4-2010

BOE-DAS-AP-5-2010 thru
duped signature rosters and 

 BOE-DAS-AP-8-2010

outdated petitions


destroy asap

Prosecutors/Juvenile


JUV 2010


Juvenile delinquent and custody files






Old – 1957-1989


Sheriff


RD-901



Road incident reports (1/1957 thru 12/1988) microfilm


COR-901


Tapes-back up of obsolete photo imaging computer 

(varies 1990's and early 2000’s) – tape

b. Approve records destruction/retention forms as submitted by various departments (RC2)

DEPARTMENT


 SCHEDULE NUMBER
DESCRIPTION

RETENTION PERIOD

Auditor

AUD-148


Financial: Closed Escrow accounts





w/contracts for construction proj

5 years

Board of Elections
BOE-REG-1-1999-03 thru
Misc. registration cards from

 BOE-REG-3-1999-03

1999-2003



permanently
BOE-AVD-1


Absentee dept. ledgers


permanently

BOE-G-SR- 1-09 thru






retain 6 years 

 BOE-G-SR-8-09

Signature rosters


destroy after 11/3/15

BOE-SB-01-87-1 and

 BOE-SB-01-87-2

sample ballots 1901-1987

permanently
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BOE-REG-1-08 thru

 BOE-REG-11-08

registration cards


permanently
BOE-SP-ID-12-1-09 and
absentee id envelopes


retain 100 days

 BOE-SP-ID-12-2-09






destroy after 4/1/10

SR-SP-12-1-09 and

signature rosters


retain 6 years 

 SR-SP-12-2-09







destroy after 12/22/15

AVQ-SP-12-1-09

absentee requests


retain 4 years 










Destroy after 12/22/13

BOE-SR-SPF-1-2010

Signature rosters from 2/2/10

retain 6 years





 Special election


 destroy after 2/2/2016

BOE-G-ID-22-09 thru

Absentee id envelopes from 

100 days destroy after

 BOE-G-ID-24-09






2/13/2010

BOE-APH-1-09 thru

Alpha sheets from 11-03-09

2 years destroy after

 BOE-APH-4-09

general election



11/3/2011

AVQ-G-1-09 thru

Absentee requests from


4 years destroy after

 AVQ-G-7-09


11/3/09 general election


11/2/2013

BOE-G-ID-1-09 thru

Absentee id envelopes from 

100 days destroy after

 BOE-G-ID-21-09

general election 11/3/2009

2/13/2010

AVQ-G-08-09


Absentee request from general 

4 years destroy after





 Election 11/3/2009


11/3/2013


Children Services


LCCS-09-03


FBC Payment Recaps


5 years

LCCS-09-04


Closed Kinship files


5 years


Revise schedules approved 5/18/98 from 3 years to 5 years


LCCS09-11


Bank Records (old 98-3)

5 yrs/audited


LCCS09-02


Cash book worksheets (old 98-4)
5 yrs/audited


LCCS09-03


Invoices/Vouchers (old 98-8)

5 yrs/audited


LCCS09-04


Payroll worksheets (old 98-9)

5 yrs/audited


LCCS09-05


Voucher registers (old 98-11)

5 yrs/audited


LCCS09-06


Statistical reports (old 98-15)

5 yrs/audited


LCCS09-07


Inventory of County property (old 98-7)
5 yrs/audited


LCCS09-08


Adoption assistance records (old 98-13)
5 yrs/audited


LCCS09-09


Adoption assistance program-






 Non-recurring, PASSS (old 98-16)
5 yrs/audited


LCCS09-10


Financial report to state (old 98-17)
5 yrs/audited


Community Development:
LCCDD2009-01

CDBG FY04-BF-04-043-01 box 1 of 4
10 yrs after close out date
LCCDD2009-02

CDBG FY04-BF-04-043-01 box 2 of 4
10 yrs after close out date

LCCDD2009-03

CDBG FY04-BF-04-043-01 box 3 of 4
10 yrs after close out date

LCCDD2009-04

CDBG FY04-BF-04-043-01 box 4 of 4
10 yrs after close out date

LCCDD2009-05

CHIP FY03-BC-03-043-1 & BC-03-043-2   15 yrs after close out date
LCCDD2009-06

CHIP FY03-BC-03-043-1 & BC-03-043-2   15 yrs after close out date
LCCDD2009-07

CHIP FY03-BC-03-043-1 & BC-03-043-2   15 yrs after close out date
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LCCDD2009-08

CHIP FY03-BC-03-043-1 & BC-03-043-2   15 yrs after close out date
LCCDD2009-09

CHIP FY03-BC-03-043-1 & BC-03-043-2   15 yrs after close out date
LCCDD2009-10

CHIP FY03-BC-03-043-1 & BC-03-043-2   15 yrs after close out date
LCCDD2009-11

CHIP FY05-BC-05-043-1 & BC-05-043-2   15 yrs after close out date




 & C-05-043-1
LCCDD2009-12

CHIP FY05-BC-05-043-1 & BC-05-043-2   15 yrs after close out date




 & C-05-043-1

LCCDD2009-13

CHIP FY05-BC-05-043-1 & BC-05-043-2   15 yrs after close out date




 & C-05-043-1

LCCDD2009-14

CHIP FY05-BC-05-043-1 & BC-05-043-2   15 yrs after close out date




 & C-05-043-1

LCCDD2009-15

CHIP FY05-BC-05-043-1 & BC-05-043-2   15 yrs after close out date




 & C-05-043-1

LCCDD2009-16


Ron Twining personnel files

permanent

LCCDD2009-17


Lot Slips & Zoning cases 2002

permanent


Commissioners;


Commissioner Blair


COMM-BB


Commissioner Betty Blair files containing






Copies of maps, correspondence, resolutions,






Contracts and various office documents

4 years


COMM-BB/NRAC

Various copies of applications, mythology,






Correspondence, minutes, agendas, bylaws






And other related documents


permanent


COMM-BB/LCCA

Community Alliance, various copies of






Agendas, minutes, bylaws, correspondence






And all other related documents


permanent

Personnel


HR-PAY-04-1


Terminated timesheets


additional 3 years


CHANGE TO INCLUDE


HR-PAY-04-1


Terminated and active employee






 Timesheets



3 years

Special Projects;


SP-01-10


Prevailing wages & misc 

  construction doc


5 years


SP-02-10


Request for qualifications for 

   architectural services


5 years


SP-03-10


Prevailing wage, rfp’s & misc






  Construction doc


5 years


SP-04-10


Prevailing wage, misc construction






 Doc and office files


5 years


SP-05-10


Prevailing wage & misc const doc
5 years


SP-06-10


Prevailing wage reports & misc






 Construction docs


5 years


SP-07-10


Rolled plans and drawings

5 years

SP-08-10


Prevailing wage & misc const doc
5 years


SP11-10


Justice Center misc construction doc
5 years


SP12-10


Justice Center misc construction doc
5 years


SP13-10


Justice Center misc construction doc
5 years


SP15-10


Justice Center misc construction doc
5 years


SP-16-10


Justice Center misc construction doc
5 years
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Golden Acres:


GA-CAR


Cash receipts



3 years


GA-AC



Ancillary charges


3 years


GA-RT



Resident trust



3 years


GA-QA



Quality assurance


3 years


Prosecutors


LAR-CRIM


Lisa Larimer – Case#06-CR071723






Box 1 thru Box 4


20 years


Sheriff:


COR-46


Control room log (record of prisoner






Activity, movement, searches and 






Headcounts) – Old Schedule #217
2 years


COR-47


Lobby Log (facility visitors)

2 years (electronic)


COR-28


Control room log (record of prisoner






Activity, movement, searches and 






Headcounts) (Correction)

1 year (electronic)


COR-29


Visitation log (record of visitors to






 Prisoners) (CORRECTION)

1 year (electronic)


RD-18



Temporary protection orders






(TOPS) CANCELLED


1 year


SO-21



Text messages



Until no longer of











 Adm value (no rc3 req)


COR-48


Court lists (record of prisoners






 Court activity)



2 years


COR-49


Booing reports (activities, etc)

10 years


COR-50


Booking reports (actives, etc)

10 years


COR-51


Booking stat sheets (statistics 






 Complied for annual report)

5 years


COR-52


Booking stat sheets (statistics 






 Complied for annual report)

5 years


Transit:


LCTGH


Greyhound files



5 years

c.  Records Disposal – Sent to Ohio Historical Society as FYI


Date

Department



Disposal Date


12/14/09
MRDD




03/20/10

12/23/09
Domestic Juvenile Court

01/10/10


12/23/09
Domestic Juvenile Court

01/10/11
01/13/10
Commissioners/Personnel

01/31/10


01/15/10
Probate




03/02/10


01/19/10
Domestic Juvenile


01/01/12


01/19/10
Domestic Juvenile


01/10/13


03/04/10
Probate Court



04/02/10

04/05/10
Golden Acres



08/06/10
5. OTHER
a. Comments, suggestions, etc.
6. RECORDS CENTER UPDATE - Lynn Wallace-Smith

a. other

7. NEXT MEETING
a. Wednesday, October 13, 2010 at 2 pm

8. CALL FOR ADJOURNMENT








































































