AGENDA

RECORDS COMMISSION

October 14, 2015
2:00 P.M. - PUBLIC HEARING ROOM D
1.
Call meeting to order

2.
Roll Call

3.
Approve the Minutes of April 8, 2015
4.    
Application for One-Time Disposal of Obsolete Records (RC1)

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION

MEDIA TO BE DISPOSED
RETAINED

NONE
5.
Approve records destruction/retention forms as submitted by various departments (RC2)

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION



RETENTION PERIOD
     MEDIA
Auditor:

AUD-137

administration secretary files; monthly 
balancing reports, employee records



ADD;
financial records continuing edu, memberships,
contracts, vendor forms, correspondence

5 years



paper
CBCF:

Revision Retention period for schedule #CBCF068-069E

CBCF068

PREA Case File



revise to read 10 years 










From discharge date

paper
CBCF068E

PREA Case File



revise to read 10 years 










From discharge date

elec
CBCF069

PREA Investigation File


revise to read 10 years 










From discharge date

paper
CBCF069E

PREA Investigation File


revise to read 10 years 










From discharge date

elec
CBCF022E

Compliance documentation copies

1 year



paper
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October 14, 2015
Clerk of Courts:

Bookkeeping Division;
	COCBK-1
	Bank Transaction Records - bank statements and transaction records for the Legal & Title Divisions
	2 years after audit
	paper

	COCBK-2a
	Cash Book - record of receipts and disbursements processed by Legal Division
	2 years after audit
	paper

	COCBK-2b
	Cash Book - electronic record of receipts and disbursements processed by Legal Division that are part of Court's case management system (CMS)
	permanent
	electronic

	COCBK-3
	Open Items Ledger - record of all money on deposit with Legal Division
	until obligations thereon are paid or extinguished
	multi (paper and electronic)

	COCBK-4a
	Receipts - all receipts evidencing payment of obligations to Legal Division
	2 years after audit
	paper

	COCBK-4b
	Receipts - all electronic receipts evidencing payment of obligations to Legal Division
	until underlying cases are purged from CMS
	electronic

	COCBK-5
	Bond Returns - original receipts evidencing payment of bonds or affidavits indicating payment that Clerk relies upon to refund bond money
	2 years after audit
	paper

	COCBK-6
	Check Stubs - top portions of checks issued by Legal Division
	2 years after audit
	paper

	COCBK-7
	Voided Checks - record of checks issued and subsequently voided by Legal Division
	2 years after audit
	paper

	COCBK-8
	Pay-in Reports - monthly reports of all money paid into county funds by Legal Division
	2 years after audit
	paper

	COCBK-9
	Reconciliation Reports - monthly bank account reconciliation reports, including checks cleared/open, notes regarding adjustments, case book balance, and bank statements
	2 years after audit
	multi (paper and electronic)

	COCBK-10
	Investment Records - monthly statements and spreadsheets for Clerk investment accounts
	2 years after audit
	paper

	COCBK-11
	Unclaimed Funds Forms - copies of Lorain Co. Auditor forms, W-9s, affidavits requesting funds, and letters from Clerk authorizing disbursement of unclaimed funds
	1 year following forms submittal to Auditor
	paper

	COCBK-12
	1099s - copies of 1099s issued by Legal Division for tax purposes to attorneys, appraisers, and guardians ad litem who have received over $600 in payments from Clerk within calendar year
	10 years from tax year issued
	paper

	COCBK-13
	Purchasing Documents - copies of purchase orders (POs), requisitions, invoices and supporting documentation for Legal & Title Divisions
	5 yrs from PO date or date equipment was retired from service, whichever is later
	paper

	COCBK-14
	Funds Transfer Documents - copies of funds transfer requests for Legal & Title Divisions
	2 years after audit
	paper


Clerk of Courts:

Legal Division;

	COCL-1
	Naturalization Index - index to petitions for naturalization of foreign nationals (U.S. citizenship)
	permanent
	microfilm

	COCL-2
	Naturalization Petitions - petitions for naturalization and related records filed by foreign nationals requesting U.S. citizenship
	permanent
	microfilm

	COCL-3
	Naturalization Journal - journal entries from the naturalization docket of Probate Court, 1868-1881
	permanent
	microfilm

	COCL-4
	Naturalization of Minors & Soldiers - naturalization of foreign national minors and soldiers
	permanent
	microfilm

	COCL-5
	Declarations of Intention - first papers required to be filed by immigrants applying for U.S. citizenship, 1853-1968
	permanent
	microfilm

	COCL-6
	Naturalization Stubs - stubs from naturalization certificates retained by Common Pleas Court when certificates were issued
	permanent
	microfilm

	COCL-7
	Plaintiffs Index - general index of plaintiffs in civil cases, 1824-1916
	permanent
	microfilm

	COCL-8
	Defendants Index - general index of defendants in civil cases, 1824-1901
	permanent
	microfilm

	COCL-9
	Suits & Judgments Index - index to pending lawsuits and living (not dormant) judgments, 1895-1965
	permanent
	microfilm

	COCL-10
	Execution Dockets - dockets chronicling proceedings in aid of execution on common pleas court judgments, 1825-1852 and 1856-1907
	permanent
	microfilm

	COCL-11
	District Court Execution Dockets - dockets chronicling executions on District Court judgments (appellate level), 1852-1859
	permanent
	microfilm

	COCL-12
	Sheriff Returns, Execution & Lien Dockets - returns from Lor. Co. Sheriff documenting actions taken to collect judgments listed in these dockets, 1879-1943
	permanent
	microfilm

	COCL-13
	Ohio Supreme Court Records - records of Ohio Supreme Court cases heard in Lorain County, 1826-1853
	permanent
	microfilm

	COCL-14
	Ohio District Court Records - records of District Court (appellate level) proceedings in Lorain County, 1854-1889
	permanent
	microfilm

	COCL-15
	Ohio District Court & Circuit Court Cases - records of District Court and Circuit Court appeals in Lorain County, 1880-1903 (note: District Courts became Circuit Courts in 1883.)
	permanent
	microfilm

	COCL-16
	Circuit Court Records - records of Circuit Court cases (appeals) in Lorain County, 1889-1912 (note: Circuit Courts became current Courts of Appeals after 1912.)
	permanent
	microfilm

	COCL-17
	Ohio Circuit Court Journal - journal entries of Circuit Court sitting in Lorain County, 1885-1913
	permanent
	microfilm

	COCL-18
	Index to Chancery Proceedings - index to chancery (civil) proceedings before the Lorain County Common Pleas Court, 1835-1858
	permanent
	microfilm

	COCL-19
	Court of Appeals Record Book - record of Court of Appeals cases in Lorain County, 1913-1955 (ORC 2303.17)
	permanent
	microfilm

	COCL-20
	Criminal Record Book - record of criminal cases in Common Pleas Court, 1835-1934 (ORC 2303.17)
	permanent
	microfilm

	COCL-21
	Common Pleas Record Books - record of civil and domestic relations cases in Common Pleas Court, 1824-1981 (ORC 2303.17)
	permanent
	microfilm

	COCL-22
	Criminal Witness Docket - docket  listing names of witnesses called in criminal cases, 1938-1959
	permanent
	microfilm

	COCL23
	Civil Witness Docket - docket listing names of witnesses called in civil cases, 1929-1949
	permanent
	microfilm

	COCL-24
	Attorneys' Register of Certificates - certificates of registration to practice before Supreme Court of Ohio that were filed with Clerk (1900s to 1960s)
	permanent
	microfilm

	COCL-25
	Railroad Policemen Commissions - record filed with Clerk of commissions of individuals appointed as railroad policemen or other special police commissions, 1920-1924
	permanent
	microfilm

	COCL-26a
	Oaths & Appointments - oaths of elected/appointed officials in Lorain County, including certificates of appointment and cancellations of appointments, filed with Clerk
	10 years from date of filing
	paper

	COCL-26b
	Oaths & Appointments - oaths of elected/appointed officials in Lorain County, including certificates of appointment and cancellations of appointments, filed with Clerk (run on General Division court journal)
	permanent
	microfilm

	COCL-27a
	Sheriff Candidacy Applications - applications for candidacy and related journal entries for Lorain County Sheriff pursuant to ORC 311.01
	10 years from date of filing
	paper

	COCL-27b
	Sheriff Candidacy Applications - applications for candidacy and related journal entries for Lorain County Sheriff pursuant to ORC 311.01 (run on General Div. court journal)
	permanent
	microfilm

	COCL-28
	Reports to Lorain Co. Board of Elections - monthly reports from Clerk to Bd. of Elections of felony convictions for disenfranchisement per ORC 3503.18
	1 year from date of report
	paper

	COCL-29
	Campaign Finance Reports and Campaign Treasurer Designations - campaign finance reports for candidates seeking a Lorain County office, and campaign treasurer designations
	10 years from date of filing
	paper

	COCL-30a
	Optometry Certificates - copies of State Board of Optometry licenses filed with Clerk
	10 years from date of filing
	paper

	COCL-30b
	Optometry Certificates - copies of State Board of Optometry licenses filed with Clerk (run on General Div. court journal)
	permanent
	microfilm

	COCL-31a
	Registration of Retired Judges & Certificates of Assignment - registration of retired judges per ORC 2701.10 and certificates of assignment filed by OH Supreme Court for common pleas cases
	10 years from date of filing
	paper

	COCL-31b
	Registration of Retired Judges & Certificates of Assignment - registration of retired judges per ORC 2701.10 and certificates of assignment filed by OH Supreme Court for common pleas cases (run on Gen. Div. journal)
	permanent
	microfilm

	COCL-32a
	Court of Appeals Dockets - records of all papers filed/procedural occurrences in Ninth District Court of Appeals cases (Lorain Co.) - dockets from 1998-present are in electronic case management system
	until filmed
	multi (paper and electronic)

	COCL-32b
	Court of Appeals Dockets - records of all papers filed/procedural occurrences in Ninth District Court of Appeals cases (Lorain Co.)
	permanent per Sup.R. 26.02(D)
	microfilm

	COCL-33a
	Court of Appeals Journal - journal entries of Ninth District Court of Appeals (Lorain Co.), 2008-present
	until filmed
	paper

	COCL-33b
	Court of Appeals Journal - journal entries of Ninth District Court of Appeals (Lorain Co.), 1917-2007
	permanent per Sup.R. 26.02(D)
	microfilm

	COCL-34a
	Court of Appeals Index - index to cases in the Ninth District Court of Appeals, Lorain Co. (index from 1988-present in electronic CMS)
	until filmed
	multi (paper and electronic)

	COCL-34b
	Court of Appeals Index - index to cases in the Ninth District Court of Appeals, Lorain Co.
	permanent per Sup.R. 26.02
	microfilm

	COCL-35
	Court of Appeals Case Files - original action and appellate case files (excluding murder and real estate cases) of the Ninth District Court of Appeals, Lorain County
	15 years from date of final order of the court
	multi (paper and electronic)

	COCL-36
	Court of Appeals Murder Appeals - case files of murder/capital cases incl. transcripts of proceedings filed in the Ninth District Ct. App., Lorain Co. (filed with trial court files beginning with case #32318)
	permanent
	paper referencing Sup.R. 26.02(E)(1)

	COCL-37a
	Court of Appeals Real Estate Files - case files involving questions of title to real estate including transcripts of proceedings filed in the Ninth District Court of Appeals, Lorain Co., 1997-present
	until filmed
	paper

	COCL-37b
	Court of Appeals Real Estate Files - case files involving questions of title to real estate including transcripts of proceedings filed in the Ninth District Court of Appeals, Lorain Co., 1997-present
	permanent referencing Sup.R. 26.03(F)(2)
	microfilm

	COCL-38
	Transcripts of Proceedings - trial transcripts prepared for appeal to Ninth District Court of Appeals, Lorain Co. (excl. murder and real estate cases)
	15 years from date of final order of the Court of Appeals
	bound volumes

	COCL-39a
	Criminal Case Dockets - records of all papers filed/procedural occurrences in criminal cases in General Div. of Common Pleas Court, 1875-1987
	permanent per Sup.R. 26.03(D)
	microfilm

	COCL-39b
	Criminal Case Dockets - records of all papers filed/procedural occurrences in criminal cases in General Div. (dockets from 1988-present in electronic CMS)
	until filmed
	multi (paper and electronic)

	COCL-40
	Criminal Nolled/No Bill/Dismissed Cases - nolle prosequi/no bill (no indictment)/dismissed criminal actions of Common Pleas Court
	3 yrs from date nolled, no billed, or dismissed
	paper

	COCL-41
	Index to Sealed Criminal Cases - index to criminal cases sealed (not public record) by Common Pleas Court
	permanent per Sup.R. 26.03(D)
	multi (paper and bound volumes)

	COCL-42a
	Criminal Case Files - criminal case files of Common Pleas Court (excl. murder/capital punishment cases), 1996-present (see ORC 2301.141 and Sup.R. 26.03(F)(5))
	50 years from final order of court
	multi (paper and electronic)

	COCL-42b
	Criminal Case Files - criminal case files of Common Pleas Court (excl. murder/capital punishment cases), 1917-1995
	permanent
	microfilm

	COCL-43
	Grand Jury B&C Lists - lists of accused individuals coming before Grand Jury who have posted bail ("B") or who are committed to jail ("C")
	6 months from date of Grand Jury proceeding
	paper

	COCL-44a
	Grand Jury Reports & Proceedings - reports and proceedings of Lorain County Grand Jury (indicate defendants indicted, no billed, or passed from consideration)
	6 months from date of Grand Jury proceeding
	paper

	COCL-44b
	Grand Jury Reports & Proceedings - reports and proceedings of Lorain County Grand Jury (indicate defendants indicted, no billed, or passed from consideration) that have been run on Gen. Div. court journal
	permanent
	microfilm

	COCL-45
	Search Warrants & Returns - search warrants and returns of service and inventories, sealed or unsealed (excluding interception warrants)
	5 years from date of service or last service attempt
	paper per Sup.R. 26.03(F)(3)

	COCL-46
	Interception Warrants - warrant applications, warrants, and returns of service and inventories pertaining to interception of wire, oral, or telephonic communications, sealed or unsealed (ORC 2933.56(B))
	destroy upon court order at least 10 yrs from application date
	paper

	COCL-47
	Criminal Reparations Applications - applications made by victims of crime for awards of reparations, 1978-2000 (apps now filed with OH Attorney General per ORC 2743.56)
	50 years from application date
	paper

	COCL-48a
	General Division Court Journal - civil and criminal journal entries and all other items run on court journal of the General Division of Common Pleas Court, 1832-2011
	permanent per Sup.R. 26.03(D)
	microfilm

	COCL-48b
	General Division Court Journal - civil and criminal journal entries and all other items run on court journal of the General Division of Common Pleas Court, 2011-present (may be scanned)
	until filmed
	multi (paper and electronic)

	COCL-49a
	Old Common Pleas Court Index - microfiche index to civil, criminal, and domestic relations cases in Common Pleas Court that are on microfilm, 1919-1973
	permanent per Sup.R. 26.03(D)
	microfiche

	COCL-49b
	Old General Division Index - scanned index cards cataloging civil and criminal cases filed in Common Pleas Court, 1973-1987
	until filmed
	electronic

	COCL-49c
	Old Domestic Relations Division Index - scanned index cards cataloging domestic relations cases filed in Common Pleas Court, 1959-1987
	until filmed
	electronic

	COCL-49d
	General Division and Domestic Relations Division Index - index to civil, criminal, and domestic relations cases filed in Common Pleas Court, 1988-present (index is part of electronic CMS)
	until filmed
	multi (paper and electronic)

	COCL-50a
	Civil Case/Appearance Dockets - appearance dockets for civil cases in Common Pleas Court (1858-1964 - record series is named "Appearance Dockets"; 1964-1987 series is named "Civil Case Dockets")
	permanent
	microfilm

	COCL-50b
	Civil Case/Appearance Dockets - appearance dockets for civil cases in Common Pleas Court, 1988-present (part of electronic CMS)
	until filmed
	electronic

	COCL-51a
	General Division MD Cases - civil/criminal miscellaneous docket case type files (matters such as contraband destruction, aircraft liens, license suspensions, subpoenas, etc), 1970-1996 (excluding case #91MD000298)
	permanent
	microfilm

	COCL-51b
	General Division MD Cases - civil/criminal miscellaneous docket case type files (matters such as contraband destruction, aircraft liens, license suspensions, subpoenas, etc),1996-present (including case #91MD000298)
	15 years from final order of court
	multi (paper and electronic)

	COCL-52a
	Civil Case Files - civil case files of Common Pleas Court, all case types (1933-1990)
	permanent
	microfilm

	COCL-52b
	Civil Case Files - civil case files of Common Pleas Court, excluding real estate cases going to judgment (1991-present)
	15 years from date of judgment or dismissal
	multi (paper and electronic)

	COCL-53a
	General Division Real Estate Cases - all civil case files (incl. foreclosures) with judgment involving questions of title to or interest in real estate, 1991-present (all cases prior to 1991 already filmed)
	permanent per Sup.R. 26.03(F)(2)
	microfilm

	COCL-53b
	General Division Real Estate Cases - all civil case files (incl. foreclosures) with judgment involving questions of title to or interest in real estate, 1991-present (some may be scanned)
	until filmed
	multi (paper and electronic)

	COCL-54a
	Sealed Civil Cases - sealed civil case files (not public record) of the General Division, 1991-present
	15 years from date of order to seal or per court order establishing different retention period
	paper

	COCL-54b
	Sealed Criminal Cases - sealed criminal and relevant appellate case files (not public record) of the General Division, 1974-present
	50 years after order to seal or per court order establishing different retention period
	paper

	COCL-54c
	Sealed Domestic Relations Cases - sealed domestic relations case files of the Domestic Relations Division
	destroy only upon court order
	paper

	COCL-55
	Certificates of Judgment - certificates (CJs) issued by Clerk memorializing judgment liens of courts/agencies and related filings (satisfactions, executions, etc) (CJs from vol. 134-present are scanned)
	40 years from date of issuance
	multi (paper and electronic)

	COCL-56
	Deposition & Exhibits - deposition transcripts and exhibits (exclud. Items proffered as evidence, which are retained by Court Reporters or parties) filed w/Clerk in civil and domestic relations cases
	6 mos after time for direct appeal has expired and upon notice (Sup.R. 26(F))
	multi (paper, bound volumes, electronic)

	COCL-57
	Transcripts of Proceedings - transcripts of court/agency proceedings filed in civil, administrative appeals, or domestic relations cases (excl. transcripts otherwise described in retention schedule)
	15 years from date of judgment or dismissal
	multi (bound volumes & electronic)

	COCL-58
	Tax Appearance Docket - appearance docket for delinquent tax foreclosure cases brought forward in General Division by Lorain County Treasurer, 1937-1956 and 1971-1988
	permanent
	microfilm

	COCL-59
	Tax Journal - journal entries in tax foreclosure cases of the General Division, 1937-1964 (no longer maintained as a separate record series)
	permanent
	microfilm

	COCL-60
	Delinquent Tax Foreclosures and Dockets - dockets and case files of delinquent tax foreclosures in the General Division, 1978-1979
	permanent
	microfilm

	COCL-61a
	Tax Foreclosure Cases - tax foreclosure cases filed in the Gen. Div. (judgments may involve questions of title to/ interest in real estate), 1937-1992
	permanent per Sup.R. 26.03(F)(2)
	microfilm

	COCL-61b
	Tax Foreclosure Cases - tax foreclosure cases filed in the Gen. Div. (judgments may involve questions of title to/ interest in real estate), 1992-present (some are scanned)
	until filmed
	multi (paper and electronic)

	COCL-62a
	Domestic Relations Dockets & Journal - Domestic Relations Div. records of all papers filed/procedural occurrences (1854-1960 only) and journal entries, 1854-1960 and 1962-2011
	permanent per Sup.R. 26.03(D)
	microfilm

	COCL-62b
	Domestic Relations Journal - journal entries of Domestic Relations Division of Common Pleas Court, 1960-1962 (vols. 183-243)
	permanent
	microfiche

	COCL-62c
	Domestic Relations Journal - journal entries of Domestic Relations Division of Common Pleas Court, 2011-present (may be scanned)
	permanent
	multi (paper and electronic)

	COCL-63a
	Domestic Relations Divorce Dockets - appearance dockets and records of all papers filed/procedural occurrences in the Domestic Relations Division, 1959-1987
	permanent
	microfilm

	COCL-63b
	Domestic Relations Dockets - appearance dockets and records of all papers filed/procedural occurrences in the Dom. Rel. Div., all case types, 1988-present (part of electronic CMS)
	until filmed
	electronic

	COCL-64
	Reciprocal Dockets - Domestic Relations Div. dockets for claims for child/spousal support from other jurisdictions, 1967-1987 (no longer maintained as an independent record series)
	permanent
	microfilm

	COCL-65
	Custody Dockets - dockets of custody actions filed in the Dom. Rel. Div. (instead of Juvenile Div. of Common Pleas Court), 1978-1981
	permanent
	microfilm

	COCL-66
	No Fault Divorce Dockets - dockets of "no fault" or dissolution cases filed in the Domestic Relations Division, 1974-1986 (no longer maintained as an independent record series)
	permanent
	microfilm

	COCL-67
	Old Domestic Relations Case Files - Domestic Relations Div. case files on microfilm, 1933-1959
	permanent
	microfilm

	COCL-68a
	Domestic Relations Division Real Estate Cases - all domestic relations case files with judgments involving questions of title to or interest in real estate, 1959-present
	until filmed
	paper

	COCL-68b
	Domestic Relations Division Real Estate Cases - all domestic relations case files with judgments involving questions of title to or interest in real estate
	permanent per Sup.R. 26.03(F)(2)
	microfilm

	COCL-69
	Divorce/Dissolution Cases Involving Minor Children - divorces, dissolutions, legal separations, registration of foreign decrees, and URESA/UIFSA filings w/minor children involved, 1977-present
	25 years after final order of the court (Sup.R. 26.03(G))
	multi (paper and electronic)

	COCL-70
	Domestic Relations Cases With No Minor Children - divorces, dissolutions, legal separations, and miscellaneous/other case types not otherwise described in retention schedule, 1977-present
	15 years after final order of court
	multi (paper and electronic)

	COCL-71
	Dismissed Domestic Relations Cases - voluntarily dismissed Domestic Relations Division actions
	3 years from date of dismissal
	paper

	COCL-72
	Domestic Violence Petitions - petitions for protection orders involving family/household members filed in Domestic Relations Div. (see Sup.R. 26.03(G)(4))
	1 year after order expires or 1 yr. after final order, whichever is later
	paper

	COCL-73
	Certified Mail Receipts - certified mail return receipt cards from domestic relations case files of uncontested matters and post-decree motions (for case files that have been destroyed)
	50 years from date of issuance per Sup.R. 26.03(G)
	paper

	COCL-74
	Notary Book - scanned record of all notary public commissions recorded in Lorain Co. per ORC 147.05 (excl. attorney commissions, which are held by Ohio Secretary of State)
	6 years
	electronic

	COCL-75a
	Local Rules of Court - local court rules promulgated by General & Domestic Relations Divisions of Common Pleas Court, and the Ninth District Court of Appeals
	retain only current rules in force minus one
	paper

	COCL-75b
	Local Rules of Court - local court rules promulgated by General & Domestic Relations Divisions of Common Pleas Court (run on court journals)
	permanent
	microfilm

	COCL-76
	Employment Applications - completed employment applications received by Clerk from individuals seeking employment in any division (if hired, becomes part of Employee Personnel Files)
	2 years from date of receipt if not hired (Sup.R. 26.01(H))
	paper

	COCL-77
	Employee Personnel Files - personnel files of current/former employees of any division in Clerk's office (incl. employment apps, new hire & benefits paperwork, handbook and policy acknowledgments, etc)
	10 years following termination per Sup.R. 26.01(J)
	paper

	COCL-78
	Employee Leave Reports - annual reports documenting sick, vacation, personal, FMLA, or other types of leave for Clerk employees, all divisions
	2 years after audit (Sup.R. 26.01(I))
	multi (paper and electronic)

	COCL-79
	Employee Payroll Records - annual payroll reports for Clerk employees, all divisions
	2 years after audit
	multi (paper and electronic)

	COCL-80
	Job Descriptions & Classifications - job descriptions and job classifications for Clerk employees, all divisions (established 2005)
	until superceded or abolished
	paper

	COCL-81
	Leases & Contracts - leases, contracts, and related documents for all Clerk divisions (excl. Collective Bargaining Agreement)
	3 years following agreement expiration (Sup.R. 26.01(P))
	multi (paper and electronic)

	COCL-82
	Office Communication Records - voicemail, text messages, e-mail, letters, memoranda, notes, drafts, calendars, and correspondence from or received by Clerk employees, any division (Sup.R 26.01(E), (F), (G))
	until no longer considered of value by person creating/holding item
	multi (paper and electronic)

	COCL-83
	Publications - flyers, magazines, brochures, instructions, manuals not otherwise described in retention schedule, and other publications received by or issued from any Clerk division (Sup.R. 26.01(N))
	until no longer considered of value by person creating/holding item
	multi (paper, bound volumes, electronic)

	COCL-84
	Office Forms - blank forms & templates, notices, fee schedules, & instructions provided to public, attorneys, courts, motor vehicle dealers, state, and other stakeholders for transacting business with Clerk's office, any division
	until superceded or abolished
	multi (paper and electronic)

	COCL-85
	Public Records Policies - public access to court records and public records policies of all Clerk divisions, including records retention schedules
	until superceded or abolished
	multi (paper and electronic)

	COCL-86
	Public Records Logs - Legal Division logs of requests not capable of being immediately fulfilled at time of request
	two years from date of request
	paper

	COCL-87a
	Deposition/Exhibit Destruction Log - log of all depositions or exhibits retrieved or destroyed in General Division
	1 year
	paper

	COCL-87b
	Deposition/Exhibit Destruction Notes - notes of depositions or exhibits retrieved or destroyed in General Division cases (noted on dockets of individual cases in which items were filed)
	permanent
	microfilm

	COCL-88
	Personnel Policy Manual - personnel policy manual and related items such as emergency procedures and disaster recovery (not public record) for Clerk employees, all divisions
	until superceded or abolished
	paper

	COCL-89
	Foreclosures Filed Reports - monthly reports prepared by Clerk listing foreclosure cases filed, parcel #s involved, and street addresses of properties
	6 months from date of creation
	multi (paper and electronic)

	COCL-90
	List of court-registered surety bail bond agents per biennium pursuant to R.C. 3905.87
	3 years from August 31st of each odd-numbered year
	multi (paper and electronic)

	COCL-91
	Inventory Supply & Requisition Log - log of all Clerk office supplies purchased and used, all divisions
	continuously updated until superceded or abolished
	multi (paper and electronic)

	COCL-92
	Ohio Attorney General Collections Referral Reports - spreadsheets of accounts referred to Ohio AG for further collections
	two years from date of referral (referral also noted in case docket)
	electronic

	COCL-93
	Criminal Case Disposition Reports - files of criminal case dispositions transmitted electronically to Ohio BCI pursuant to R.C. 109.57
	two years from date of transmittal (disposition information also part of criminal case file)
	electronic


COMMISSIONERS:

CLERK;

COMM-CLK 
PROS OPIN
Prosecutors Opinion




permanent

paper

COMM-CLK
Tax Abatement & Enterprise Zone


10 years

Abate/Enter
agreements





after expiration

paper

COMM-CLK
Revolving Loans – 




10 years 

RLF

business agreements




after expiration

paper

COMM-CLK
Tax Incentive 
-




10 years

TIFF

Agreements





after expiration

paper

COMM-CLK
Joint Economic Development



10 years



JEDD

District-Agreements




after expiration

paper

PROBATE COURT:
PROB-20


Supplier invoices


until audited 
then 10 yrs
  
paper

PROB-21


Name Change case files


until microfilmed
paper

PROB-21(B)


Name Change case files


permanent

microfilm

6.  
Records Disposal (rc3)– Sent To Ohio Historical Society As FYI
Date



Department




Disposal Date

04/23/15


Board of Elections



06/30/15

05/14/15


Domestic Relations – fiscal


06/30/15
10/09/15


CBCF





12/31/15
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RC3 (not sent to OHS due to no longer required RC3’s)

Date



Department




Disposal Date

05/04/15


Adult Probation




06/30/15

05/04/15


Clerk of Courts




06/30/15

07/20/15


Sanitary Engineer



07/28/15
07/20/15


Engineer




07/28/15

10/08/15


Probate Court




12/31/15

10/09/15


CBCF





12/31/15

7.
OTHER
a.
All forms that are to be submitted to the Records Commission can be found at

http://www.loraincounty.us.  Go to Departments, Clerk of Board and left side Records Commission Intake forms needs to be emailed to Records Secretary and approved before boxes taken to Records Center.
b.
Other

8.
NEW BUSINESS
a.
FOIA request. Respond, if you do/don’t have records, shows you are in compliance and if appropriate send to custodian of records of such record request.

b.
Other

9.
OLD BUSINESS
a.
Met w/Alcohol & Drug Addiction Services and they have an understanding of records and will be getting retentions put together for the April 2015 meeting

b.
Met w/Golden Acres and the closing/transfer of records.  Will be scheduling destruction of records on hand from RC2 before they close and anything that is outstanding will be submitted to records center.
c.
Not met with Developmental Disabilities on revised schedule and electronic records

d
Other

10.
RECORDS CENTER UPDATE - Denise Lindak 

11.
PUBLIC COMMENT
12.
NEXT MEETING
Wednesday, April 13, 2016 at 2 pm

Wednesday, October 12, 2016 at 2 pm
13.
CALL FOR ADJOURNMENT
