AGENDA

RECORDS COMMISSION

October 9, 2013
2:00 P.M. - PUBLIC HEARING ROOM D
1.
Call meeting to order

2.
Roll Call

3.
Approve the Minutes of April 10, 2013
4.
New Business

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

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION


MEDIA TO BE DISPOSED
RETAINED

Prosecutor:
PROS-S&D


criminal screening & diversion





1973-2001


paper



microfilm

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

DEPARTMENT

SCHEDULE

NUMBER


DESCRIPTION




RETENTION PERIOD

AUDITOR:
AUD-127
removed
Bond Information



permanent

AUD-125
added

Bond Information



10 yrs

CBCF:

CBCF066


Personnel family medical leave documents
10 yrs

CBCF066E


Personnel family medical leave documents
10 yrs (electronic)

CBCF067


License agreements



1 yr after exp

CBCF067E


License agreements



1 yr after exp (electronic)

CBCF056A


Contracts




8 yrs after exp for contracts











 Dated 9/28/12 or later

CBCF056AE 


Contracts




8 yrs after exp for contracts











 Dated 9/28/12 or later (elec)

COMMISSIONERS:

COMM-LVY


County levy issues to include but not limited





too: correspondence, copies of resolutions





Ballot language and certification results

life of levy, plus 1 year

CORONER:

COR-122


Cuyahoga County coroner cases; private case





 Answering service sheets


5 yrs

COR-123


Payroll, correspondence, PERS, MRDD




 Notifications; subregistrar reports, appropriations,





 Budget request, deposits, PO’s; mileage, petty cash,





 EMH logs, invoices, vouchers & recaps; coroner





 Call schedules; secretary calendar

5 yrs until audited

COR-124


Billing; billing ledger



5 yrs until audited

COR-125


Microscopic slides; paraffin tissue blocks
permanent
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GOLDEN ACRES:

GA-CMR


Controlled medication record


3 yrs changed from 5 yrs

GA-NS



Narcotic sheet by shift



3 yrs changed from 5 yrs

GA-PMR


Pharmacy monthly report


3 yrs changed from 5 yrs

GA-HCF


Hospice communication form


1 yr

PROSECUTOR:

FORF-01


property seized from criminal cases for

permanent, microfilm, destroy





 Civil forfeiture




 after 15 yrs

SAFETY RISK:

02-SAF RSK WC

workman’s comp



permanent



Change too:

02-SAF RSK WC

workman’s comp –





 Lost time and medical only claims





 ORC 4123 files covering claims made by 





 Employee for wc benefits; include claim,





 Investigation, hearings, results, requirements,





 Terms and conditions, etc.


10 yrs after final activity

Saf RSK 19


workers compensation for Lorain County





 Regional Airport claims



permanent



Change too:

Saf RSK 19


workers compensation for Lorain County 





 Regional Airport claims





Lost time and medical only claims





 ORC 4123 files covering claims made by 





 Employee for wc benefits; include claim,





 Investigation, hearings, results, requirements,





 Terms and conditions, etc.


10 yrs after final activity

05-SR-1


Motor vehicle reports



10 yrs



Change too:

05-SR-1


Motor vehicle reports



5 yrs

SANITARY ENGINEER:

SAN-FISCAL


Bills, reqs, invoices, vouchers & travel

3 yrs until audited
SAN-CORR


Correspondence




5 yrs

SAN-WORK


Work orders




2 yrs

SAN-PAY-IN


Pay ins to treasury



3 yrs until audited

SAN-CK REG


Check Register




3 yrs until audited

SAN-PROPOSAL

rfp/rfq proposals



3 yrs until audited

SAN-INVEN


inventory




3 yrs until audited

SAN-BUDGET


budget, transfers, appropriations


3 yrs until audited

SAN-CONTRACT

contracts




15 yrs

SAN-EASEMENT

easements




permanent

SAN-BLUEPRINT

blueprints




permanent

SAN-MAPS


maps





permanent

SAN-PUMP


pump station records



permanent

SAN-PLANS


sewer and water plans



permanent

SAN-PERMIT


sewer and water permits



1 yr after approval

SAN-USAGE


water usage records



permanent

SAN-TAPS


tap in records




permanent

SAN-RECEIPTS

cash receipt books



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



Department




Disposal Date

04/12/13


TB Clinic




05/05/13
05/07/13


Board of Elections



06/14/13

05/09/13


Transit





06/14/13

05/20/13


Auditor





06/14/13
05/23/13


Benefits




06/14/13

05/30/13


Developmental Disabilities


07/31/13

09/05/13


911





12/31/13

09/27/13


Treasurer




12/31/13





Commissioners/payroll



12/31/13

10/7/13



CBCF





12/31/13

RC3 (not sent to OHS due to no longer required RC3’s)

Date



Department




Disposal Date

05/15/13


Clerk of Courts




06/14/13
10/7/13



Purchasing




12/31/13

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.
May 15, 2013 – Western Reserve Historical Society retuned the Commissioners Journal 1977-1982 (9 volumes) and Index’s 1977-1982 (8 volumes). These are now located at County Records Center

c.
Correspondence: “Politics+Policy Dispatch “Supreme Look at Public Records”; “Ohio Collation of Open Government”; Isaac Wiles Public Records Press (June/July)”; “Congwer Ohio”; “Electronic Records Day – October 10”; “
d.
AG Opinion 2013-006 (2/27/13) – “special taxing district” as used in RC 149.412, created special taxing district records commission and the following will be in our county;

1)
Alcohol & Drug

2)
Mental Health

3)
Health District

A separate meeting will be held with each, annual or bi-annual prior too or after Lorain County Records Commission. This meeting will not be held today due to their agency resolutions just being approved, so hopefully within the next few weeks. Members include; Commissioners Clerk, Auditor, Prosecutor and each district has appointed people within their agency.  The retention schedules that have been already approved by the Lorain County Records Commission will be approved by that district in order to proceed and the only agency that has to create one is Alcohol & Drug.

It was determined that Veterans and Development Disabilities will stay under the Lorain County Records Commission.  

Soil & Water District has done their own thing, no records here.

e.
October 16 – City of Avon 3 hour mandatory records training from 9 am – 12:15. Register at AG office; http://www.ohioattorneygeneral.gov/Legal/Sunshine-Laws/Sunshine-Law-Training
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f.
Corrections to last submittal to OHS from April 10, 2013 meeting
1)
RC1 – Purchasing – duplicate records of contracts, po’s & notice to bidders – these were copies and they were just microfilmed back then for “just in case”, they never should have been, so approved to dispose


2)
RC1 – Transit was returned – this only needed an RC3



3)
RC2- Prosecutor/Juvenile – clarified retention as paper maintained until filmed and film

is permanent

4)
RC2 – Special Projects – inter-dept & outside correspondence is 1 record series and 5 yrs retained


g.
Lorain County Records Center will shred January 10 and 17, 2014

h.
Comments, suggestions, etc.

9.
RECORDS CENTER UPDATE - Denise Lindak

10.
PUBLIC COMMENT
11.
NEXT MEETING
Wednesday, April 9, 2014 at 2 pm

Wednesday, October 8, 2014 at 2 pm
12.
CALL FOR ADJOURNMENT
