AGENDA

RECORDS COMMISSION

April 10, 2013
2:00 P.M. - PUBLIC HEARING ROOM

1.
Call meeting to order

2.
Roll Call

3.
Approve the Minutes of October 10, 2012
4.
New Business

5.    
Application for One-Time Disposal of Obsolete Records (RC1)

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION


MEDIA TO BE DISPOSED
RETAINED

CHILDREN SERVICES:

DIS-01



training, hiv, rtc obsolete files





(1994-2001)



paper


none

PURCHASING:

DIS-1



Roll 1-50 (1990-2005)





Duplicate records of contracts, po’s





And notice to bidders


microfilm

none

TRANSIT:

LCT-04-18


general files (2001-2009)





Duplicate copies of paid invoices





Correspondence & receivable inv
paper


none

6.
Approve records destruction/retention forms as submitted by various departments (RC2)

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION




RETENTION PERIOD

COMMISSIONERS:

COMMUNITY DEVELOPMENT:

Lccdd-financial


financials; vouchers, bills, travel and budgets
7 years

Lccdd-BD


building department; contractor files,





Construction folders and general files

7 years

Lccdd-BD E


building department; contractor files,





Construction folders and general files

permanent (electronic)

CDBG NSP


grant files, copies of contracts, budgets,





General files, client files


7 years

CDBG NSP E


grant files, copies of contracts, budgets,





General files, client files


permanent (electronic)

Lccdd sbdc


financial, budget, client files, programs





Staff reporting




7 years

SPECIAL PROJECTS;

SP-General Correspondence
inter-department and outside correspondence
5 years
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SOLID WASTE;
LCSW 89


District plan – final plan



permanent

LCSW 90


Recycling revolving loan -  pay ins





Amortization schedule



7 years

LCSW 89 E


District plan – final plan



permanent (electronic)

LCSW 90 E


Recycling revolving loan -  pay ins





Amortization schedule



7 years (electronic)

PROSECUTORS:
PROS-JUV


complaints, motions, police reports

until filmed

PROS-LCCS


complaints, motions, paperwork


until filmed

PROS-CNS


complaints, motions, paperwork


until filmed

PROS-FS


complaints, motions, paperwork


until filmed

PROS-UIF


complaints, motions, paperwork


until filmed

PROS-CONT


referrals, motions, paperwork


until filmed

PROS-PAT


complaints, motions, paperwork


until filmed

PROS-AOP


complaints, motions, paperwork


until filmed

PROS-COLL


complaints, motions, paperwork


until filmed
BTA/JC


board of tax appeals cases





Closed (duplicates kept at board of 





Revisions office)



6 years

SHERIFF:

AD-29



Workman’s compensation claims





(non medical)




2 years

AD-30



Workman’s compensation claims





(medical)




permanent

7.  
Records Disposal (rc3)– Sent To Ohio Historical Society As FYI
Date



Department




Disposal Date

10/18/12


Board of Revisions



12/13/12




TB Clinic




12/13/12

10/18/12


Recorder




12/31/12

10/22/12


Special Projects/Administrator


12/31/12

11/19/12


Adult Probation




12/31/12





Auditor/Financial



12/31/12





Budget





12/31/12

11/30/12


Dog Kennel




12/31/12

12/05/12


Court of Common Pleas/Court Reporters
12/31/12

12/17/12


Community Development


12/31/12

04/01/13


Clerk of Courts – Domestics CPO’s

06/14/13

04/01/13


Board of Elections



06/14/13





Children Services



06/14/13





Mental Health




06/14/13

04/08/13


Golden Acres




06/28/13

04/09/13


Job & Family Services



06/01/13
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RC3 (not sent to OHS due to no longer required RC3’s)

Date



Department




Disposal Date

01/03/13


Engineers




12/31/12
04/01/13


Auditor





06/14/13

04/08/13


Golden Acres




06/28/13

8.
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.
AG Opinion 2013-006 (2/27/13) – “special taxing district” as used in RC 149.412, which creates a special taxing district records commission in each “special taxing district”


1)
Veterans Service Commission


2)
Developmental Disabilities


3)
Soil & Water (no records retained here)


4)
Alcohol & Drug (no records retained here)


5)
Mental Health


6)
Health District

c.
Comic relief
d.
Public Records Press – how to handle a public records request broadly worded like a discovery request from a civil case

e.
Social Media: The Records Management Challenge – on line video seminar presented by ERC

http://ohsweb.ohiohistory.org/ohioerc/index.php?title=Guidelines#Social_Media:_The_Records_Management_Challenge.282013.29. 
f.
Comments, suggestions, etc.

9.
RECORDS CENTER UPDATE - Denise Lindak

10.
PUBLIC COMMENT
11.
NEXT MEETING
Wednesday, October 9, 2013 at 2 pm
Wednesday, April 9, 2014 at 2 pm
12.
CALL FOR ADJOURNMENT
