April 10, 2013

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 Ted Kalo, absent, represented by Theresa Upton
Judy Nedwick, Lorain County Recorder 
Craig Snodgrass, Lorain County Auditor, represented by Maggie Wishart & Annie Carstarphen 
Dennis Will, Lorain County Prosecutor, represented by Jerry Innes 
Rob Nabakowski, Clerk of Courts, represented by Kate Lenz 
Commissioner Kalo not able to attend today’s meeting and requested Theresa Upton, Records Commission Secretary to conduct the meeting on her behalf.
Others in attendance: Angie Brown, Community Development and     Probate Court
The following business was transacted:


Motion by Kate Lenz, seconded by Jerry Innes to approve the minutes as submitted from the October 10, 2012.  Upon roll call; Ayes: all.


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)

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

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

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
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SPECIAL PROJECTS;

SP-General Correspondence
inter-department and outside correspondence
5 years

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


Upton stated that Auditors had an RC2 change. Maggie stated that there were several items that were not included in either description and or should have been in other schedule numbers so she is just correcting.

AUDITOR:

AUD-129


Bookkeeping: recaps, rejections, purchase orders,




Monthly balancing reports, posting sheets (payable





& receivables), sign out sheets, warrants notifications,





Daily encumbrance reports, office files, account 





Transfers, appropriations, payroll cancelled checks,





Treasurer’s daily records, voided warrants, payroll





Reports and garnishments


5 years

AUD-144


Bookkeeping: election fees, unemployment monthly 




Payouts, recorders housing trust fund reimb, stop 





Payments issued, acting judge reimbursements,





Unclaimed funds, opd monthly recap report





Opd non-reimbursable fee bills


10 years


Motion by Judy Nedwick, seconded by Kate Lenz Secretary to approve the above listed RC2’s. Upon roll call the vote taken resulted as; Ayes: all.

Motion carried.


_______________(discussion was held on the above)
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c.
Certificate of Records Disposal – Sent to Ohio Historical Society as FYI (RC3)

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

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

5.
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
Clerk Upton stated #3 and #4 are the only departments that have no retention with the county. 

Assistant Prosecutor Innes will review.

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.
Clerk Upton stated that Karen Davis, Special Projects Manager has found deceased patient x-rays at the old TB Clinic on Murray Ridge Road. Clerk stated these records would need to be shredded by a special company so there is no cross contamination but on the RC2 approved April 11, 2012 states that x-rays were transferred to Mercy Hospital on 2/29/12. She also stated that x-rays contain silver so there could be a defray in the cost. Commission determined that these are still the county records and retention is for 7 years so they are able to be destroyed after an RC3 form is sent to OHS.  
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RECORDS CENTER UPDATE - Denise Lindak said destruction date is scheduled for June 20.

7.
PUBLIC COMMENT

There was no public comment for this day.
8.
NEXT MEETING
Wednesday, October 9, 2013 at 2 pm
Wednesday, April 9, 2014 at 2 pm
9.
CALL FOR ADJOURNMENT
With nothing further before the Commission, Motion by Jerry Innes, seconded by Kate Lenz to 
adjourn at 2:17 p.m.  Upon roll call the vote taken, thereon resulted as: Ayes: All.

Motion carried.


Respectfully submitted, Theresa L. Upton, Clerk

