AGENDA

RECORDS COMMISSION

April 13, 2011
2:00 P.M. - PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of October 13, 2010
4. New Business

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

Board of Elections (HELD FROM LAST MEETING 4/14/10 & 10/13/10 – these items have now been scheduled for appropriate retention on the new RC2 form submitted today)so these rc1’s are null and void
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Outdated confirmation cards; sos 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outdated campaign finance reports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outdated petitions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:
Civil;

02-06 BTA/JB

2002-2006 board of tax appeals closed


PROSJUV1

Copies of 2001 police reports

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

DEPARTMENT


 SCHEDULE NUMBER
DESCRIPTION

RETENTION PERIOD



Board of Elections:

	BOE-01
	Absentee ballot applications
	Retain four (4) years, then may destroy

	BOE-02
	Absentee voter register – record of civilian absentee voters
	Retain permanently

	BOE-03
	Absentee voter register – record of military absentee voters
	Retain permanently

	BOE-04
	Abstract of votes – abstract of votes cast in an election
	Retain permanently

	BOE-05
	Audit report – report of the state examiner
	Retain one (1) copy permanently

	BOE-06
	Ballots used and unused
	Retain until sixty (60) days after a non-federal election or twenty-two (22) months after a federal election, then may destroy provided no pending court action or court order (R.C. 3505.31)

	BOE-07
	Ballots (sample) – record of bond issues and tax levies in form of sample ballots
	Retain twenty (20) years by office, then transfer to county archives for permanent retention

	BOE-08
	Bids - unsuccessful
	Retain two (2) years after successful bid in group awarded, then may destroy

	BOE-09
	Bids – successful bid with contract
	Retain fifteen (15) years after completion of contract, then may destroy

	BOE-10
	Cash book – record of fees collected
	Retain (10) years and until audited by Auditor of State and audit report is released, then may destroy

	BOE-11
	Campaign expense reports – expense reports filed
	Retain six (6) years, then may destroy

	BOE-12
	Central committee notices – notices of political party meetings and committee members lists
	Notices retain two (2) years, then may destroy; members list: two (2) or four (4) years depending on term of committee members of the political party, then may destroy

	BOE-13
	Correspondence – general office correspondence
	Retain one (1) year, then may destroy

	BOE-14
	Certificates of annexation – copy of annexation ordinance, etc.
	Retain permanently

	BOE-15
	Chargeback record – election expenses charged back to subdivisions
	Retain three (3) years and until audit report is released, then may destroy

	BOE-17
	Ledger of receipts and expenditures – financial records of boards of elections
	Retain six (6) years and until all items are audited and cleared by Auditor of State and audit report is released, then may destroy

	BOE-18
	Petitions of candidates – accepted and rejected petitions for elections
	Retain six (6) years, then may destroy

	BOE-19
	Poll books and summary sheets – signatures of electors voting and precinct summary statements
	Retain six (6) years, then may destroy

	BOE-20
	Poll lists – list of voters by precinct
	Retain two (2) years, then may destroy

	BOE-21
	Poll officials record/precinct records – list of judges
	Retain two (2) years, then may destroy

	BOE-25
	Receipt books – office copy of fiscal receipts issued
	Retain until audited by Auditor of State and audit report is released, then may destroy

	BOE-26A
	Resolutions on bond issues that pass – copies of resolutions by governmental bodies authorizing placement of bond issues on the ballot
	Retain for life of bonds, then may destroy

	BOE-26B
	Resolutions except for bond issue resolutions – copies of resolutions by governmental bodies authorizing placement of issues on the ballot
	Retain for five (5) years after election, then may destroy

	BOE-27
	Vouchers – copy sent to county auditor
	Retain until audited by Auditor of State and audit report is released, then may destroy

	BOE-28
	Ward & precinct maps – political subdivision precinct boundaries
	Retain permanently

	BOE-29
	Withdrawal of candidacy notices – record of a signed candidate’s withdrawal notice/letter
	Retain one (1) year after election, then may destroy

	BOE-30
	Minutes of BOE meetings – record of proceedings
	Retain permanently

	BOE-31
	Change of name, death, and disenfranchised voters reports – original reports issued by the probate court, clerk of courts, and health department
	Retain two (2) years after filing, then may destroy

	BOE-32
	Registration cards (active) – master and precinct cards files for currently registered voters
	Retain permanently

	BOE-33
	Registration cards (active) – cancelled voter registration cards
	Retain permanently

	BOE-34
	Transfer of Registrations – record of voters’ transfer from one area to another
	Retain four (4) years, then may destroy

	BOE-35
	Directives/Advisories – instruction, information and guidance sent to all county board of elections concerning the election process and new election laws
	Retain one (1) year in office, transfer to county record center for five (5) years, then may destroy

	BOE-36
	Change of address/name notifications – written notices from registered voters of a change of address or name
	Retain four (4) years, then may destroy

	BOE-37
	Primary voter challenge – forms which are signed by registered voters when they want to vote for a different political party’s candidates than which they are currently listed
	Retain two (2) years, then may destroy

	BOE-38
	Absentee identification envelopes – envelopes which identify a voter by name/address.  This envelope contains the voted ballots and is used to prove ballot security until counted.
	Retain sixty (60) days after non-federal election or twenty-two (22) months after a federal election, then must destroy, provided no pending court action or court order

	BOE-40
	Provisional ballot affirmations – affirmation an elector voted a ballot provisionally
	Retain four (4) years, then may destroy unless used as a voter registration form, then retain permanently

	BOE-42
	Payroll records for BOEs – payroll records of poll workers, election extras, part-time workers and workers no longer employed at the boards
	Retain four (4) years, then may destroy

	BOE-44
	Registration Confirmation Notices – confirmation notices sent by the county boards to resident to verify registration records and returned with updated information
	Retain four (4) years, then may destroy

	BOE-45
	Confirmation notice responses – information indicating whether a person has responded to a confirmation notice
	Retain five (5) years, then may destroy

	BOE-46
	Confirmation or acknowledgement notice lists – list of names and addresses of persons who were sent confirmation or acknowledgement notices
	Retain five (5) years, then may destroy

	BOE-47
	Acknowledgements or confirmation cards returned undeliverable
	Retain four (4) years, then may destroy

	BOE-48
	Voter verified paper audit trail (VVPAT) official ballot to be used for recount purposes
	Retain sixty (60) days or twenty-two (22) months for federal elections, then may destroy provided no pending court action or court order (R.C.3506.18)

	BOE-49
	Voting machine reports (logic & accuracy testing, test decks, tapes, testing result records, zero tapes, close of polls tapes, cards downloaded, used seal/lock records)
	Retain sixty (60) days after non-federal election or twenty-two (22) months for federal elections, then may destroy provided no pending court action or court order (R.C.3506.18)

	BOE-50
	Chain of custody forms, voting unit event log, and election day precinct incident log
	Retain two (2) years, then may destroy

	BOE-51
	Proclamations of elections or legal advertisement of questions and issues
	Retain one (1) year, then may destroy

	BOE-52
	Challenge forms pursuant to R.C.3505.20
	Retain two (2) years, then may destroy

	BOE-53
	Observer forms pursuant to R.C.3505.21
	Retain one (1) year, then may destroy

	BOE-54
	Census block reprecincting waiver form and accompanying maps
	Retain four (4) years, then may destroy

	BOE-55
	Affirmation of voter who does not possess any appropriate identification for voting purposes (SOS prescribed form #10-T)
	Retain two (2) years, then may destroy

	BOE-56
	Verification of handicapped accessible parking spaces and polling locations
	Retain one (1) year, then may destroy

	BOE-57
	Certification of training hours completed
	Retain two (2) years, then may destroy

	BOE-58
	Election calendars
	Retain until no longer of administrative value, then may destroy

	BOE-59
	Mailing envelope containing voted absent voter ballot
	Retain sixty (60) days after election, then may destroy provided no pending court action or court order

	BOE-60
	Proofs of ballots
	Retain sixty (60) days after election, then may destroy provided no pending court action or court order

	BOE-61
	Report Forms for local questions & issues including approved ballot language
	Retain sixty (60) days after election, then may destroy provided no pending court action or court order

	BOE-62
	Certifications by most populous county of overlapping candidates or local questions and issues
	Retain sixty (60) days after election, then may destroy provided no pending court action or court order

	BOE-63
	Certificates of results pursuant to R.C.3505.32 and 3513.22
	Retain six (6) years, then may destroy

	BOE-64
	Copies of state issues petitions or statewide candidate petitions
	Retain sixty (60) days after election, then may destroy provided no pending court action or court order

	BOE-65
	Unofficial election results
	Retain sixty (60) days after election, then may destroy provided no pending court action or court order

	BOE-66
	Evidence or materials provided or used in conjunction with a protest hearing
	Retain one (1) year, then may destroy provided no pending court action or court order

	BOE-67
	Yearly report to Secretary of State of the expenses of conducting elections
	Retain four (4) years, then may destroy

	BOE-68
	Report forms on organizations or reorganization of board of elections
	Retain six (6) years, then may destroy

	BOE-69
	Reimbursement records of costs of training poll workers
	Retain two (2) years or until audited, then may destroy

	BOE-70
	Duplicate reports generated by the statewide voter registration database
	Retain for sixty (60) days or no longer of administrative value, then may destroy

	BOE-71
	Duplicate or incomplete voter registration forms
	Retain four (4) years, then may destroy

	BOE-72
	Returned undeliverable 60 day notices
	Retain until the elector appears to vote or until the elector named is removed from the voter registration list, then may destroy

	BOE-73
	Transmittal forms that accompany voter registration forms from agencies
	Retain two (2) years, then may destroy

	BOE-74
	Copies of identification provided by electors with a voter registration form or absentee ballot application
	Retain for the longer of these periods: six (6) months from the date of receipt; or forty-five (45) days from the date of the election for which the absentee ballot was issued, then must destroy

	BOE-75
	Copies of identification provided by electors with an absentee ballot and identification envelope
	Retain for ninety (90) days from date received, then may destroy

	BOE-76
	Copies of identification provided by a UOCAVA (Uniformed and Overseas Citizens Absentee Voting Act) voter with a Federal Postcard application


	Retain four (4) years from date received,  then may destroy


BOE-77
Duplicate records (signature roster/alpha sheets)

none, destroy asap
CBCF:
CBCF030

Judicial Corrections Board meeting minutes

permanent

CBCF031

Judicial Corrections Board meeting agendas

permanent
CBCF032

Judicial Corrections Board meeting attachments

permanent
CBCF033

Citizens Advisory Board meeting minutes

permanent

CBCF034

Citizens Advisory Board meeting agendas

permanent
CBCF035

Citizens Advisory Board meeting attachments

permanent
CBCF036

Judicial Advisory Board meeting minutes

permanent

CBCF037

Judicial Advisory Board meeting agendas

permanent
CBCF038

Judicial Advisory Board meeting attachments

permanent

CBCF039

Facility Governing Board meeting minutes

permanent

CBCF040

Facility Governing Board meeting agendas

permanent

CBCF041

Facility Governing Board meeting attachments

permanent

CBCF042

Able-Title 1 grant financials



5 years

CBCF043

Residential program fund financials


5 years from
audit date rpt

CBCF044

Food service fund financials



5 years

CBCF045

Original construction/female 




 Expansion financials/documents


permanent

CBCF046

Personnel copies (duplicates of items




 Under 2001-3)





until no longer 










adm necessary

CBCF047

Offender personal fund financials




(including commissary documentation)


5 yrs from audit
date report

CBCF048

Individual offender personal fund fin


5 yrs from audit
date report

CBCF049

Fiscal program funds/reports




(to include all support doc for FY)


5 yrs from audit
date report

CBCF050

Volunteer files





1 year

CBCF022

Compliance documentation copies


Changed from 3 










yrs to 1 year 

CBCF051

Program Documentation (electronic)


3 years 


Commissioners;


Special Projects:


SP-Project files 10
Property files and documents



5 years


CHANGED TO


SP-Property Files 10


SP-Property files 10
project files and documents



5 years


CHANGED TO


SP-Project files 10

Health District:

GH-37


Personnel files





permanent

GH-38


Child immunizations permission forms


5 years


Mental Health Board;

OT-2010

Financials & Medicaid




7 years

MACSIS-2010

Claims & reports




until no longer 










of adm value


BM


Official board meeting minutes



permanent


BM-E


Official board meeting minutes electronic

permanent

Prosecutor


AWA/Pros

Civil Adam Walsh files




destroy after
 microfilm


AWA/Pros/M

Civil Adam Walsh files




permanent

Recorder


REC2011-1

Document sign off forms



1 year


REC2011-2

DD-214 access log forms



1 year


Sheriff:


SO-21


Drug task force reports




10 years

SO-22


Drug task force reports (electronic)


10 years (
c.  Records Disposal (RC3)– Sent to Ohio Historical Society as FYI


Date

Department





Disposal Date

10/14/10
Children & Families Council



12/31/10
10/25/10
maintenance





12/31/10

10/29/10
Commissioners Clerk




12/31/10

10/29/10
Health Department




12/31/10

10/29/10
LCSWMD





12/31/10

11/1/10

Domestic Relations/Court Reporters


12/31/10

03/11/11
Probate






04/12/11
04/11/11
Sheriff






05/15/11

04/11/11
CBCF






07/31/11
5. OTHER

a. Forms returned by Historical Society to be resubmitted:
i. Community Development – submitted 4/14/10 and OHS rejected, LCCDD submitted new form to be submitted (RC2)

Community Development Dept:


LCCDD-CDBG


CDBG grants


10 yrs after close out date


LCCDD-CHIP


CHIP grants


10 yrs after close out date


LCCDD-Twining

Personnel files


permanent


LCCDD-Planning

Lot Splits & Zoning Cases
permanent


FORMS RETURNED AND WILL NOT BE RESUBMITTED TO OHS:

Engineer

Submitted 10/13/10 – records commission

IT00001

Engineer office backup tapes

permanent


IT00002

Drafting room backup tapes

permanent

Engineer: Withdrew this request - new back up tape is made each day, thus making the previous ones obsolete and negating the need to permanently retain them.
FORMS RETURNED AND RESUBMITTED TO OHS AND APPROVED;

Commissioner Blair:


Submitted 4/14/10 – records commission



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


CORRECTED TOO & submitted 10/13/10 – records commission

COMMBB-ANNEX

Copies of annexations files


4 years


COMMBB-BNDINV

Copies of bonds, investments


4 years


COMMBB-CORR

Correspondence




4 years


COMMBB-DIST9

Copies of integrating committee






 Meeting notifications, agendas, etc

4 years


COMMBB-IRR


Irrigation methods



4 years


COMMBB-LGF

Local Government funds


4 years


COMMBB-TRAIN

Train station




4 years


COMMBB-AIRCORR

Airport correspondence



4 years


COMMBB-AIRCNT

Copies of airport contracts


4 years


COMMBB-AIRMAP

Copies if airport maps



4 years


COMMBB-AIRPLAN

Copies of airport plans



4 years


COMMBB-AIRPTO

Airport photos




4 years


COMMBB-AIRRES

Copies of airport resolutions


4 years


COMMBB-MAP

Copies of county maps



4 years


COMMBB-NOACAPRO
NOACA correspondence


4 years


COMMBB-NOACAMIN
Copies of NOACA minutes


4 years


COMMBB-NOACAPPRO
NOACA projects



4 years


COMMBB-PI


Copies of Policies and issues


4 years


COMMBB-SWR

Copies of county/city sewers


4 years


COMMBB-SHER

Sheriff Dept. correspondence


4 years


COMMBB-STDY

Copies of space study and parking study

4 years


COMMBB-NEWS

newspaper articles



4 years


COMMBB-AG


copies of resolutions



4 years


COMMBB-EXP

travel expenses




4 years


OHS APPROVED W/ONE CORRECTION 3/8/11;


COMMBB-AIRPTO

Airport photos




4 years









Appraise for historical value


Probate (to include# for electronic records(resubmitted 2/3/11 to OHS & approved 2/23/11)

2010-1


Adoption case files



until microfilmed


2010-1a

adoption case files



permanent


2010-2


Probate civil case files



until microfilmed


2010-2b

probate civil case files



permanent


2010-3


Estate case files




until microfilmed


2010-3c

estate case files




permanent


2010-4


Guardianship case files



until microfilmed


2010-4d

guardianship case files



permanent


2010-5


Marriage records



until microfilmed


2010-5e

marriage records



permanent

2010-6


Final record




until microfilmed


2010-6f


final record




permanent

2010-7


Estate tax returns



until microfilmed


2010-7g

estate tax returns



permanent

2010-8


Mental illness case files



until microfilmed


2010-8h

mental illness case files



permanent

2010-9


Journals




until microfilmed


2010-9i


journals





permanent

2010-10

Will record




until microfilmed


2010-10j

will records




permanent


2010-11

MS records 




until microfilmed


2010-11k

ms records




permanent

2010-12

trust estate case files



until microfilmed


2010-12l

trust estate case files



permanent


2010-13

Records of medical, chiropractic &





 Osteopathic certificates



until microfilmed


2010-13m

records of medical, chiropractic &





 Osteopathic certificates



permanent

2010-14

Delayed registration and correction

Of birth records




until microfilmed


2010-14n

delayed registration and correction





 Of birth records



permanent


2010-19

Inventory & appraisement record

until microfilmed


2010-19o

inventory & appraisement record

permanent
Sheriff (retention was until no longer value, OHS said at least 30 days, resubmitted 2/2/11 & OHS approved 2/16/11)

RD-19


Temporary protection orders (tpos)





Cancelled Old Schedule #RD-18

30 days

RD-20


Towed vehicle slips



30 days
b. 2011 State of Ohio Sunshine Laws at: www.ohioattorneygeneral.gov/.../Sunshine-Laws-Manual.aspx
c. May 24 from 9 am – 1 pm – Records Seminar 

i. Pari Swift, Senior Records Manager, Administration - Ohio Attorney General Mike DeWine – Electronic Records
ii. Lorain County Records Commission – Basic Concepts 
d. Comments, suggestions, etc.
6. RECORDS CENTER UPDATE - Lynn Wallace-Smith on vacation
7. NEXT MEETING
a. Wednesday, October 12, 2011

8. CALL FOR ADJOURNMENT








































































