April 9, 2008

The Lorain County Records Commission met this day in the J. Grant Keys, Lorain County Administration Building, 226 Middle Avenue, Elyria, Ohio at 2:00 p.m. in the Commissioners Public Hearing Room with the following members present:

Commissioner Betty Blair, absent, represented by Theresa Upton
Judy Nedwick, Lorain County Recorder
Mark Stewart, Lorain County Auditor, absent
Dennis Will, Lorain County Prosecutor, absent, represented by Jerry Innes

Rob Nabakowski, Clerk of Courts, represented by Bobbi Meyers
Commissioner Blair was not able to attend today’s meeting and requested Theresa Upton, Records Commission Secretary to conduct the meeting on her behalf.

Also in attendance was: Lynn Wallace, Supervisor & Debbi Mohr– Records Center, Joe Carver-Children Services, Melissa Stephano & Cyndi Spillman – Children & Families Council

The following business was transacted:


Motion by Jerry Innes, seconded by Judy Nedwick to approve the minutes as submitted from the October 24, 2007.  Upon roll call, all voted in favor of the motion.


Motion carried.


_______________


Theresa Upton, Records Commission Secretary indicated she distributed copies of the schedule of records retention and disposition forms from various departments to all Board members for review and requested a motion to approve all forms collectively.

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

Board of Elections;

BOE-DASAP-11-07 thru
Outdated board of election manuals

 BOE-DASAP-12-07

destroy ASAP

BOE-CT-1-07 thru

Canister tapes from primary of 07

BOE-CT-6-07


destroy ASAP

BOE-DASAP-20-07 thru
Outdated board of election manuals

 BOE-DASAP-29-07

destroy ASAP


BOE-DASAP-1-08 thru


 BOE-DASP-12-08
Outdated Board of Elections manual
destroy ASAP

Commissioners/Clerk:

COMM-CLK-

Various copies of correspondence, pay ins,

 OLD/FILES

proclamations, quotes, bios, lists, death 

certificates, expense report, agreement, bond, 

vouchers, calling cards, veterans cemetery 

support, news release, contracts, surveys, 

resolutions and purchase orders

(see attached list) from 1962-1999
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b. Approve records destruction/retention forms as submitted by various departments (RC2)


Auditor


AUD-128
Bookkeeping: Vouchers (including Attorney Fee Vouchers) 
  Pay-In Receipts






5 years


AUD129
Bookkeeping: Recaps, Rejections, Purchase Orders, 
 Monthly Balancing Reports, Posting Sheets (Payables & 
 Receivables), Sign out sheets & Warrant Notifications, Purchase 
 Orders, Daily Encumbrance Reports, OPD Monthly Recap Report,
 OPD Non-Reimbursable Fee Bills, Office Files, Account Transfers, 
 Appropriations, Payroll Cancelled Checks, Treasurer's Daily Records
5 years


AUD-138
Internet: Bank Statements from Internet Access fees & Online 
   Dog Tag Purchases, Balance Sheets to balance against online 
   transactions, Receipts of online transactions, Payins for Internet 
   Access fees (via mail)





5 years


AUD-139
Real Estate/Appraisal: Sales Review/Cards/Parcels/Records; 
   Appraisal Door Hangers





7 years


AUD-140
Bookkeeping: 1099 reporting




7 years


AUD-141
Bookkeeping: financial upgrade records (oracle)


5 years


AUD-142
Transfer: Daily payins (& register receipts)



5 years


AUD-143
Bookkeeping: New vendors request forms; accounts payable




  Cancelled checks





permanent


AUD-144
Bookkeeping: Election fees, unemployment monthly payouts




  Recorders housing trust fund reimb stop payments issued

10 years


AUD-146
Audit workpapers: county inventory, fixed assets, financial trail




  Work segments, CAFR notes




permanent


Board of Elections:


BOE-RED-1 thru


 BOE-RED 8

redistricting material


permanent


BOE-G-L&A 1-07 thru


 BOE-G-L&A-4-07
L&A reports for 2007 general election
2 years destroy after 11-06-09


BOE-CONF-1-07
Confirmation cards for 2007

2 years destroy after 08-31-09


BOE-SIP-1-07 thru


 BOE-SIP-2-07

State Issue Petitions


6 yrs & 6 months destroy 5/6/2014


BOE-G-AVQ-1-07 thru


 BOE-G-AVQ-5-07
Absentee request


4 years destroy after 11-06-2011


BOE-G-ID-1-07 thru


 BOE-G-ID-9-07
Absentee ID envelopes


destroy ASAP


BOE-G-SR-1-07 thru



 BOE-G-SR-7-07
Signature rosters for 07 general election
6 years destroy after 11-06-2013
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BOE-G-PSR-1-07
Provisional signature rosters for 07 gen
6 years destroy after 11-06-2013


BOE-G-PH-1-07
Alphas sheets for 07 general election
2 years destroy after 11-06-2009


BOE-SIP-3-07

State issue petitions for SB16

6 ½ years destroy after 5-6-2014


BOE-P-AVQ-1-07
AV Requests for 07 primary election
4 years destroy after 5-8-2011


BOE-AVD-1-08 thru
Absentee dept ledgers and reports


 BOE-AVD-7-08
 2004; 2006; 2007


permanent


BOE-LGD-1-08 and


 BOE-LGD-2-08
Legal court cases


5 years destroy after 12-31-2013


Budget:


BUDEFT

Electronic fund transfers

10 years


BUDAUDITOR
Auditor correspondence


10 years


BUDPAPRCHG
Paper changes



10 years


BUDVOUCHER
Vouchers



10 years


BUDECHECKS
E-checks



10 years


BUDINDGTVET
Indigent Veterans


permanent


CBCF:


CBCF2001-6
Resident medical files



permanent*




*revision – changing from 5 years to be stored 

by vendor off site at Community Health Partners


CBCF016
Intake – referral documentation


1 year


CHILDREN SERVICES:


LCCS -08-01
Social Security accounts for children

10 years


LCCS-08-02
Employee travel



1 year


Commissioners/Clerk


COMM-CLK/


warranty deeds, temporary

 WARDETMPRWRLES
right of way, releases

permanent

COMM-CLK/

 TITLEGUAR


title guarantees


permanent


Coroner:

111 2006 Cuyahoga county coroner cases; 
private cases; answering sv. logs


7 years

112 2006 payroll; misc correspondence; pers,

MRDD cases; subregistrar; appropriation; 

budget request; deposits, po’s; mileage; 

petty cash; emh logs & billings; coroner call 

schedules; sec’y calendar


7 years


113

2006 billing; billing ledger 01/01/01-11/14/06
7 years
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114

2003 #03-1 thru 03-49



permanent


115

2003 #03-50 thru 03-79



permanent


116

2003 #03-80 thru 03-99



permanent


117

2003 #03-100 thru 03-129


permanent


118

2003 #03-130 thru 03-159


permanent


119

2003 #03-160 thru 03-185 and 2003 stats
permanent


Mental Health:

	2008-01-OT
	Accounts Payable:
	(6 yrs)

	 
	(Retro Reports; PO Recaps; Closed PO’s)

	 
	Receiving  Documents:  (Packing Slips)

	 
	
	
	

	2008-02-OT
	Accounts Payable/Receivable:
	(6 yrs)

	 
	(Monthly Reports; Pay-In reports; appropriations

	2008-03-OT
	Accounts Receivable; Reports-
	(6 yrs)

	
	Service Funds & Appropriations,
	

	
	Annual: (Monthly Reports; Payin reports
	

	
	Appropriations, Reports-Audit
	

	
	
	
	
	

	2008-04-OT
	Reports-Audit, Fed/State/Internal:
	(6 yrs)

	
	(Fixed Assets)
	
	

	
	Accounts Payable/Receivable:
	

	
	Nord & New Sunrise Properties;
	

	
	Amer Express w/ LorMet CU Info.;
	

	
	Cost Allocation Plans
	
	

	
	
	
	
	

	2008-05-OT
	Reports-Services & Fund
	(6 yrs)

	
	Appropriations, Annual:
	

	
	SSI Open Journal Reports; Medicaid Cost Reports,

 Accounts Payable: Agency vouchers
	

	
	
	
	
	

	2008-06-OT
	Accounts Payable: A-C
	
	(6 yrs)

	
	
	
	
	

	2008-07-OT
	Accounts Payable: D-L
	
	 (6 yrs)

	
	
	
	
	

	2008-08-OT
	Accounts Payable: M-S
	
	(6 yrs)

	
	
	
	
	

	2008-09-OT
	Accounts Payable: T-Z
	
	(6 yrs)

	
	Reports-Services & Fund 
	

	
	Appropriations, Annual: Oracle
	

	
	& SSI Balance Reports; Appropriations
	
	

	
	
	
	
	

	2008-10-OT
	Correspondence-Auditor's
	(6 yrs)

	
	Office; Accounts Payable:
	

	
	Balancing Reports; LifeCare
	

	
	Ambulance Reports
	
	

	
	
	
	
	

	2008-11-OT
	Ins Policies-All Claims: Property
	(9 yrs after

	
	Midway Plaza & Lorain locations;
	expiration)

	
	Board Car-2004 Taurus;
	
	

	
	Professional Liability
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Prosecutor:


PROS-GJ-01
Investigative reports – did not present

10 years


PROS-GJ-02
Investigative reports



permanent


PROS-GJ-03
Grand Jury schedules



10 years


PROS-GJ-03
Grand Jury subpoenas



10 years

Transit:


LCT-08-01
Brokerage files – clients



10 years

LCT0613
ODOT/FTA




permanent


LCT0612
Audit Info




permanent


LCT0611
Brokerage Reports



10 years


LCT0610
Clients & Backup



10 years


LCT0609
NTD





permanent


LCT0608
Complaints




10 years


LCT0607
Payment vouchers



10 years


LCT0606
Salesbooks




10 years

General Health District:

	GH-01
	Adult Health Clinic Client Files
	5 yrs.

	GH-02
	Adult Immunization Cards
	5 yrs.

	GH-03
	Adult Immunization Permission Forms
	5 yrs.

	GH-04
	Animal Bite Reports
	3 yrs.

	GH-05
	Applications for Records
	5 yrs.

	GH-06
	Bank Statements
	 
	3 yrs.

	GH-07
	BFI Correspondence
	5 yrs.

	GH-08
	Billing Invoices
	 
	3 yrs.

	GH-09
	Children Client Files
	5 yrs.

	GH-10
	Children Immunization Cards
	21 yrs.

	GH-11
	Client Files
	 
	5 yrs.

	GH-12
	Communicable Disease
	Permanent

	GH-13
	Financial Reports
	 
	3 yrs.

	GH-14
	Flu Consent Forms
	 
	3 yrs.

	GH-15
	Flu Medicare Forms
	3 yrs.

	GH-16
	Food Service Facility Plans
	Permanent

	GH-17
	Grants
	 
	5 yrs.

	GH-18
	Headstart Health Screenings
	21 yrs.

	GH-19
	Headstart Records Review
	5 yrs.

	GH-20
	Help Me Grow Early Start Discharges
	5 yrs.

	GH-21
	HMG Billing & Stats
	 
	5 yrs.

	GH-22
	HMG Referrals
	 
	5 yrs.

	GH-23
	Immunization Records
	 
	21 yrs.

	GH-24
	Mileage
	
	 
	5 yrs.

	GH-25
	Patient Care BCMH Stats
	3 yrs.

	GH-26
	Payins-Receipts
	 
	3 yrs.

	GH-27
	Payroll
	
	 
	5 yrs.

	GH-28
	Public Health Client Files
	 
	5 yrs.

	GH-29
	Purchase Orders-PO Requests
	3 yrs.

	GH-30
	School Billings
	 
	3 yrs.

	
	
	
	

	GH-31
	Sewer Correspondence for N.R., Sheff. Twp., Sheff. Village, Avon
	5 yrs.

	GH-32
	Traffic Safety
	 
	3 yrs.

	GH-33
	Travel Activity & Stat Sheets
	5 yrs.

	GH-34
	Vouchers
	
	 
	3 yrs.

	GH-35
	WIC Client Files
	 
	5 yrs.

	GH-36
	WIC Ineligible Files
	 
	5 yrs.


Solid Waste Management District (paper)
	LCSW 1-A
	Policy Committee Minutes 
	Permanent 

	LCSW 1-B
	Policy Committee Agenda
	2 years 

	LCSW 1-C
	Policy Committee Tapes (audio and video)
	2 Years 

	LCSW 2
	Grants 
	 
	5 Years 

	LCSW 3
	Purchase Orders  
	 
	3 Years 

	LCSW 4 
	Vouchers/Bills/Invoices 
	3 Years 

	LCSW 5
	Budget 
	 
	10 Years 

	LCSW 6
	EPA Reports 
	 
	Permanent 

	LCSW 7
	Quotes/ Proposals 
	2 Years 

	LCSW 8 
	Programs/ Events 
	2 Years 

	LCSW 9
	Annual Reports 
	 
	Permanent 

	LCSW 10
	Newspaper Articles & Clippings 
	25 Years 

	LCSW 11
	Newsletters 
	 
	2 Years 

	LCSW 12
	Brochures 
	 
	2 Years 

	LCSW 13
	Personnel 
	
	 
	10 Years 
	 

	LCSW 14
	Publications 
	 
	1 Year or until supersede 

	LCSW 15
	Contracts/Agreements 
	5 Years after expiration 

	LCSW 16-A
	Accident Reports/Files Bodily Injury to non-employee
	6 Years provided no action pending 

	LCSW 16-B
	Accident Reports/Files Employee Injury Reports 
	Place in personnel file 

	LCSW 16-C
	Accident Reports/Files Damage to County Vehicle 
	6 Years provided no action pending 

	LCSW  17
	Accounts Receivable Ledger and Documents 
	3 Years provided audited 

	LCSW 18
	Activity Reports 
	 
	2 Years 

	LCSW 19
	Annual Reports 
	Permanent 

	LCSW 20
	Application for Employment (unsuccessful/not hired)
	1 Year after receipt 

	LCSW 21
	Attendance Reports/ Records 
	3 Years 
	 

	LCSW 22
	Audiovisual, PR & Training Materials 
	Until information is superseded, obsolete, or replaced Appraise for historical value

	LCSW 23
	Audit Reports (Federal, State & Internal)
	5 Years 
	 

	LCSW 24
	Automatic Data Processing and Electronic Data Processing Media
	Erase when no longer of administrative value

	LCSW  25
	Badges and IDS
	 
	Turn in upon Termination of Employment 

	LCSW 26
	Blank Forms 
	Until obsolete or superseded 

	LCSW 27
	BIDS (Successful)
	A. Copies of success for bids to provide goods and/or services. 3 fiscal years after expiration of contract

	 
	 
	
	 
	B.  Original, if made part of a contract and filed with contract. Fifteen years after expiration of contract 

	LCSW 28
	BIDS (Unsuccessful)
	 
	2 Years after letting of the contract 

	LCSW 29 
	Budget Preparation Documents 
	4 Years 

	LCSW 30 
	Bulletins, posters, and notices to employees 
	Until no longer administratively necessary 

	LCSW 31 
	Compliance Reports 
	 
	5 Years 

	LCSW 32
	Continuing Education Certifications/Class/Seminars/  Training Attendance Records 
	Place in personnel file 

	LCSW 33
	Copies of Records 
	 
	Destroy when no longer of administrative value 

	LCSW 34
	Delivery Slips/ Packing Slips 
	2 Years 

	LCSW 35-A
	Correspondence-Routine Form Letters 
	1 Year 

	LCSW 35-B
	Correspondence-General
	2 Years 

	LCSW 35-C
	Correspondence-Executive 
	5 Years 

	LCSW 36
	Desk/ Appointment Calendar 
	3 mo after the end of yr

	LCSW 37 
	Drafts 
	
	 
	Until no longer administratively necessary

	LCSW 38 
	Electronic Mail 
	 
	Retain according to content

	LCSW 39 
	Equipment 
	 
	Life of the Equipment 

	LCSW 40 
	Expense Records 
	 
	3 Years 

	LCSW 41-A
	Fax Logs 
	1 Year 

	LCSW 41-B
	Fax Messages 
	 
	Treat as Correspondence 

	LCSW 42 
	Federal grant files, supporting financial Records and documents
	5 Years provided all State or Federal audits have been conducted, the audit reports released and all litigation, claims, or audit findings have been resolved

	LCSW 43
	General orders, Directives, Policies, Rules, Regulations or Procedures
	Until superseded, retain 1 copy until audited 

	LCSW 44
	Insurance Policies 
	 
	2 Years after expiration, provided all

	LCSW 45
	Inventories 
	 
	3 Years provided audited 

	LCSW 46 
	Invoices 
	 
	 
	County auditor record copy, 3 years, provided audited. Duplicate copies 2 years.

	LCSW 47 
	Job Descriptions 
	 
	Until superseded or classification abolished 

	LCSW 48
	Leave Requests (sick and vacation)
	3 Years provided audited 

	LCSW 49
	Licenses, Permits, Certifications 
	1 Year after expiration 

	LCSW 50
	Mail  - Unsolicited 
	 
	until no longer admin

	LCSW 51
	Postal Records 
	 
	2 years

	LCSW 52
	Mailing List 
	 
	until superseded

	LCSW 53
	Manuals, Handbooks, and Directives 
	until superseded

	LCSW 54
	Memoranda 
	 
	Use Correspondence 

	LCSW 55
	Pay Ins to Treasury Records 
	3 Years provided audited 

	LCSW 56
	Personnel Files 
	 
	10 years

	LSCW 57
	Photo File 
	
	 
	Until information is no longer current.  Appraise for historical value.

	LCSW 58
	Preliminary drafts of letters, memoranda, worksheets, reports, and the preparation of recorded information.
	Destroy when no longer of administrative value 

	LCSW 59
	Press/News Releases 
	 
	3 Years 
	 

	LCSW 60
	Printing orders 
	 
	3 Years 
	 

	LCSW 61
	Professional Association Records 
	Destroy when no longer of administrative value 

	LCSW 62
	Publications 
	 
	30 days after obsolete

	LCSW 63
	Purchase Orders 
	 
	3 Years 
	 

	LCSW 64
	Receipt Documents 
	 
	2 years provided audit

	LCSW 65
	Records of Receipts & Expenditures 
	10 Years 
	 

	LCSW 66
	Record Documents (RC-1, RC-2, RC-3)
	Permanent 
	 

	LCSW 67
	Reference/ Library Materials 
	Until superseded/obsolete or replaced 

	LCSW 68
	Requisitions 
	 
	3 Years 
	 

	LCSW 69
	Research Files 
	 
	5 years 
	 

	LCSW 70
	Rosters/Directories 
	 
	1 Year after superseded or obsolete

	LCSW 71
	Speeches 
	
	 
	3 Years 
	 

	LCSW 72
	Statistical Reports 
	 
	3 years
	 

	LCSW 73
	Telephone Messages
	 
	Until no longer of administratively necessary 

	LCSW 74
	Charges/ Bills 
	 
	2 Years provided audited 

	LCSW 75
	Documentation 
	 
	Life of System 

	LCSW 76
	Service Record 
	 
	2 Years 
	 

	LCSW 77
	System Equipment Inventory
	Continually updated, retain superseded data one year

	LCSW 78
	Time cards, Time Sheets, Payroll Sign in Sheets
	3 Years, provided audited

	LCSW 79
	Training Material/Lesson Plans  
	Until superseded

	LCSW 80
	Travel Expense Reports 
	3 Years provided audited 

	LCSW 81
	Vehicle Maintenance Records 
	Until vehicle sold 

	LCSW 82
	Vehicle Mileage Records 
	Until vehicle sold 

	LCSW 83
	Visitors' Log or Sign-in Sheet 
	1 year 
	 

	LCSW 84
	Voice Mail 
	 
	 
	 

	LCSW 85
	Messages 
	
	 
	Until no longer administratively necessary 

	LCSW 86
	System Documentation  (office)
	Life of System 

	LCSW 87
	Work Orders 
	 
	2 years 
	 

	LCSW 88
	Work Schedules 
	 
	1 Year After Audited 


Solid Waste Management District (electronic)
	LCSW 1-A-E
	Policy Committee Minutes 
	Permanent 

	LCSW 1-B-E
	Policy Committee Agenda
	2 years 

	LCSW 1-C-E
	Policy Committee Tapes (audio and video)
	2 Years 

	LCSW 2-E
	Grants 
	 
	5 Years 

	LCSW 3-E
	Purchase Orders  
	 
	3 Years 

	LCSW 4 -E
	Vouchers/Bills/Invoices 
	3 Years 

	LCSW 5-E
	Budget 
	 
	10 Years 

	LCSW 6-E
	EPA Reports 
	 
	Permanent 

	LCSW 7-E
	Quotes/ Proposals 
	2 Years 

	LCSW 8 -E
	Programs/ Events 
	2 Years 

	LCSW 9-E
	Annual Reports 
	 
	Permanent 

	LCSW 10-E
	Newspaper Articles & Clippings 
	25 Years 

	LCSW 11-E
	Newsletters 
	 
	2 Years 

	LCSW 12-E
	Brochures 
	 
	2 Years 

	LCSW 13-E
	Personnel 
	
	 
	10 Years 
	 

	LCSW 14-E
	Publications 
	 
	1 Year or until supersede 

	LCSW 15-E
	Contracts/Agreements 
	5 Years after expiration 

	LCSW 16-A-E
	Accident Reports/Files Bodily Injury to non-employee
	6 Years provided no action pending 

	LCSW 16-B-E
	Accident Reports/Files Employee Injury Reports 
	Place in personnel file 

	LCSW 16-C-E
	Accident Reports/Files Damage to County Vehicle 
	6 Years provided no action pending 

	LCSW  17-E
	Accounts Receivable Ledger and Documents 
	3 Years provided audited 

	LCSW 18-E
	Activity Reports 
	 
	2 Years 

	LCSW 19-E
	Annual Reports 
	Permanent 

	LCSW 20-E
	Application for Employment (unsuccessful/not hired)
	1 Year after receipt 

	LCSW 21-E
	Attendance Reports/ Records 
	3 Years 
	 

	LCSW 22-E
	Audiovisual, PR & Training Materials 
	Until information is superseded, obsolete, or replaced Appraise for historical value

	LCSW 23-E
	Audit Reports (Federal, State & Internal)
	5 Years 
	 

	LCSW 24-E
	Automatic Data Processing and Electronic Data Processing Media
	Erase when no longer of administrative value

	LCSW  25-E
	Badges and IDS
	 
	Turn in upon Termination of Employment 

	LCSW 26-E
	Blank Forms 
	Until obsolete or superseded 

	LCSW 27-E
	BIDS (Successful)
	A. Copies of success for bids to provide goods and/or services. 3 fiscal years after expiration of contract

	 
	 
	
	 
	B.  Original, if made part of a contract and filed with contract. Fifteen years after expiration of contract 

	LCSW 28-E
	BIDS (Unsuccessful)
	 
	2 Years after letting of the contract 

	LCSW 29 -E
	Budget Preparation Documents 
	4 Years 

	LCSW 30 -E
	Bulletins, posters, and notices to employees 
	Until no longer administratively necessary 

	LCSW 31 -E
	Compliance Reports 
	 
	5 Years 

	LCSW 32-E
	Continuing Education Certifications/Class/Seminars/  Training Attendance Records 
	Place in personnel file 

	LCSW 33-E
	Copies of Records 
	 
	Destroy when no longer of administrative value 

	LCSW 34-E
	Delivery Slips/ Packing Slips 
	2 Years 

	LCSW 35-A-E
	Correspondence-Routine Form Letters 
	1 Year 
	 

	LCSW 35-B-E
	Correspondence-General
	2 Years 

	LCSW 35-C-E
	Correspondence-Executive 
	5 Years 
	 

	LCSW 36 -E
	Desk/ Appointment Calendar 
	3 mo after the end of yr

	LCSW 37 -E
	Drafts 
	
	 
	Until no longer administratively necessary

	LCSW 38 -E
	Electronic Mail 
	 
	Retain according to content

	LCSW 39 -E
	Equipment 
	 
	Life of the Equipment 

	LCSW 40 -E
	Expense Records 
	 
	3 Years 
	 

	LCSW 41-A-E
	Fax Logs 
	1 Year 
	 

	LCSW 41-B-E
	Fax Messages 
	 
	Treat as Correspondence 

	LCSW 42 -E
	Federal grant files, supporting financial Records and documents
	5 Years provided all State or Federal audits have been conducted, the audit reports released and all litigation, claims, or audit findings have been resolved

	LCSW 43-E
	General orders, Directives, Policies, Rules, Regulations or Procedures
	Until superseded, retain 1 copy until audited 

	LCSW 44-E
	Insurance Policies 
	 
	2 Years after expiration, provided all

	LCSW 45-E
	Inventories 
	 
	3 Years provided audited 

	LCSW 46-E
	Invoices 
	 
	 
	County auditor record copy, 3 years, provided audited. Duplicate copies 2 years.

	LCSW 47-E
	Job Descriptions 
	 
	Until superseded or classification abolished 

	LCSW 48 -E
	Leave Requests (sick and vacation)
	3 Years provided audited 

	LCSW 49 -E
	Licenses, Permits, Certifications 
	1 Year after expiration 

	LCSW 50-E
	Mail  - Unsolicited 
	 
	until no longer admin

	LCSW 51-E
	Postal Records 
	 
	2 years

	LCSW 52-E
	Mailing List 
	 
	until superseded

	LCSW 53-E
	Manuals, Handbooks, and Directives 
	until superseded

	LCSW 54-E
	Memoranda 
	 
	Use Correspondence 

	LCSW 55-E
	Pay Ins to Treasury Records 
	3 Years provided audited 

	LCSW 56-E
	Personnel Files 
	 
	10 years

	LSCW 57-E
	Photo File 
	
	 
	Until information is no longer current.  Appraise for historical value.

	LCSW 58-E
	Preliminary drafts of letters, memoranda, worksheets, reports, and the preparation of recorded information.
	Destroy when no longer of administrative value 

	LCSW 59-E
	Press/News Releases 
	 
	3 Years 
	 

	LCSW 60-E
	Printing orders 
	 
	3 Years 
	 

	LCSW 61-E
	Professional Association Records 
	Destroy when no longer of administrative value 

	LCSW 62-E
	Publications 
	 
	30 days after obsolete

	LCSW 63-E
	Purchase Orders 
	 
	3 Years 
	 

	LCSW 64-E
	Receipt Documents 
	 
	2 years provided audit

	LCSW 65-E
	Records of Receipts & Expenditures 
	10 Years 

	LCSW 66-E
	Record Documents (RC-1, RC-2, RC-3)
	Permanent 

	LCSW 67-E
	Reference/ Library Materials 
	Until superseded/obsolete or replaced 

	LCSW 68-E
	Requisitions 
	 
	3 Years 
	 

	LCSW 69-E
	Research Files 
	 
	5 years 
	 

	LCSW 70-E
	Rosters/Directories 
	 
	1 Year after superseded or obsolete

	LCSW 71-E
	Speeches 
	
	 
	3 Years 
	 

	LCSW 72-E
	Statistical Reports 
	 
	3 years
	 

	LCSW 73-E
	Telephone Messages
	 
	Until no longer of administratively necessary 

	LCSW 74-E
	Charges/ Bills 
	 
	2 Years provided audited 

	LCSW 75-E
	Documentation 
	 
	Life of System 

	LCSW 76-E
	Service Record 
	 
	2 Years 
	 

	LCSW 77--E
	System Equipment Inventory
	Continually updated, retain superseded data one year

	LCSW 78-E
	Time cards, Time Sheets, Payroll Sign in Sheets
	3 Years, provided audited

	LCSW 79-E
	Training Material/Lesson Plans  
	Until superseded

	LCSW 80-E
	Travel Expense Reports 
	3 Years provided audited 

	LCSW 81-E
	Vehicle Maintenance Records 
	Until vehicle sold 

	LCSW 82-E
	Vehicle Mileage Records 
	Until vehicle sold 

	LCSW 83-E
	Visitors' Log or Sign-in Sheet 
	1 year 
	 

	LCSW 84-E
	Voice Mail 
	 
	 
	 

	LCSW 85-E
	Messages 
	
	 
	Until no longer administratively necessary 

	LCSW 86-E
	System Documentation  (office)
	Life of System 

	LCSW 87-E
	Work Orders 
	 
	2 years 
	 

	LCSW 88-E
	Work Schedules 
	 
	1 Year After Audited 
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OFFICE SERVICES
	COMM-OSD-INV
	Lease Invoices
	2 years

	COMM-OSD-PAY
	Payments
	2 years

	COMM-OSD-QTS
	Vendor Quotes
	2 years

	COMM-OSD-POJS
	Paper orders & job slips
	2 years

	COMM-OSD-POJS-E
	Paper orders & job slips
	2 years

	COMM-OSD-ACCT
	Purchase orders, requisitions, bills, statements
	2 years

	COMM-OSD-
	 
	
	

	TRACKING
	tracking
	2 years

	COMM-OSD-
	 
	
	

	TRACKING -E
	tracking
	2 years

	COMM-OSD-BILL
	billings
	2 years

	COMM-OSD-MAIL
	mail in/out
	2 years

	COMM-OSD-MAIL-E
	mail in/out
	2 years

	COMM-OSD-CERT
	certified mail
	2 years

	COMM-OSD-CERT-E
	certified mail
	2 years

	COMM-OSD-POST
	postage
	2 years

	COMM-OSD-BKUP-E
	back up tapes
	2 years

	COMM-OSD-FAX
	faxes in/out
	2 years

	COMM-OSD-SPLY
	supply purchases
	2 years

	COMM-0SD-INV
	inventory
	2 years

	COMM-OSD-RPT
	reports
	2 years


MAINTENANCE:

Revise

01-99 


Work Orders



permanent to

Comm-WO

Work orders



2 years




(maintenance, computer, telecom & 
office services)

Comm-Maint.PO/R
Purchase Order & Requisitions

3 years

Comm-Maint.Forms
Various forms-account transf, etc

2 years

Comm-Main.Corr
Correspondence various dept

5 years

Comm-Comp-WO
Computer work orders


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


Date

Department



Disposal Date


12/07/07
Personnel



12/31/07


12/11/07
Purchasing



12/31/07




Transit




12/31/07




Office on Aging


12/31/07




Special Projects



12/31/07




Commissioners Receptionist

12/31/07




Maintenance



12/31/07




Office Services



12/31/07




Budget Department


12/31/07




Board of Revisions


12/31/07




CBCF




12/31/07




Records Center



12/31/07


12/11/07
Commissioners Clerk


12/31/07


12/17/07
Probate Court



01/15/08




Domestic Relations Court Reporter
12/31/07




Common Pleas Judge McGough

12/31/07




Safety Risk



12/31/07




Clerk of Courts bookkeeping

12/31/07




Mental Health



12/31/07




Special projects



12/31/07


12/18/07
Common Pleas Court reporter

12/31/07




Children Services


12/31/07




Domestic Relations Reciprocal files
12/31/07




Domestic Relations dismissed cases
12/31/07


01/07/08
Clerk of Courts



12/31/07




Domestic – Juvenile Probation/intake
12/31/07




General health district


12/31/07


01/18/08
Children Services


12/31/09, 10 & 12




Engineer



02/25/08


01/23/08
Special Projects/Capital Improvements
02/25/08


03/07/08
Domestic Relations/Court Reporter
03/31/08


03/11/08
Probate Court



04/08/08

Motion by Judy Nedwick, seconded by Jerry Innes to approve all records destruction/retention 

forms and certificate of records disposal forms.  Upon roll call the vote taken thereon, resulted as: Ayes: All.


Motion carried.


________________(discussion was held on the above)
d.
OTHER

1. Lynn Wallace, Lorain County Records Center said that the total box storage at the center is 8,000 and ½ is permanent storage, because the last destruction date was over 1,300 boxes.

2. Another workshop for departments will be scheduled.

3. Jerry Innes said there is a gentleman going around to various entities requesting records and it is not that he wants the records it is to make sure that departments are in compliance.
Records Commission minutes cont.
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4. Theresa Upton stated that the IT Director put a memo out via email to various departments stating that due to over average limits on email storage, they can delete these messages.  She sent an email to the departments stating they can not just delete there is a proper procedure with record scheduling and they must comply and told Mr. Smith do not send out memos in any relation to deletion, etc.  She also emailed to the departments a copy of the county wide record retention detailing transient records, etc.

5. Theresa Upton received a memo copy from Bureau of Worker’s Comp stating the sensitive data from BWC has to be disposed of property; ie. Never throw in trash, use a cross-cut shredder and render the diskette unless by removing its outer silver tab and cut it up

6. Recorder’s Office received a summons from the IRS to supply copies of checks from a property owners. Ms. Nedwick referred this to the Prosecutor’s Office stating that this would be a request from the Treasurer.  But in discussion, keeping copies of checks from property owners paying their taxes is not a function of the office, once the original is received it is rendered for deposit in the bank.

e.
NEXT MEETING
Wednesday, October 22, 2008 at 2 p.m.

f.
Call for adjournment

With nothing further before the Commission, Motion by Jerry Innes, seconded by Judy Nedwick
to adjourn at 2:18 p.m.  Upon roll call the vote taken, thereon resulted as: Ayes: All.

Motion carried.


Respectfully submitted, Theresa L. Upton, Clerk

