April 18, 2007


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, Chair, absent

Judy Nedwick, Lorain County Recorder, absent, represented by David Kenner

Mark Stewart, Lorain County Auditor, absent, represented by Annie Carstarphen and Maggie Barta

Dennis Will, Lorain County Prosecutor, absent, represented by Jerry Innes

Rob Nabakowski, Clerk of Courts, absent 

Commissioner Kalo 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 – Records Center and James Youkin, Director – Veterans

The following business was transacted:


Motion by Jerry Innes, seconded by David Keener to approve the minutes as submitted from the October 18, 2006.  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-G-ID-1-06 thru

Absentee ID Envelopes from general elections 2006

 BOE-G-ID-21-06

Destroy ASAP

BOE-06-15 thru




 BOE-06-19


Outdated rosters and board material – destroy ASAP

BOE-P-ID-1-06 thru

 BOE-P-ID-6-06

Outdated ID envelopes from 2006 – destroy ASAP

BOE-NC-1-01


Name Change cards from 2001 – destroy ASAP

BOE-DASAP-1-07 thru



 BOE-DASAP-2-07

Outdated material from general election 2006 – destroy ASAP

Domestic Relations/Juvenile;

INT-RP-1


Record purpose files and prior

INT-UF-2


Unofficial intake records, hearings and cases 2001 and prior

INT-REC-3


Tape recordings of official intake hearings 1996 and prior
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b. Approve records destruction/retention forms as submitted by various departments (RC2)


Board of Elections:


BOE-G-C.T.1-06 thru 

General Elections 11-07-06

2 years; 


 BOE-G-C.T. 12-06

 TSX Canister Tapes


destroy after 11-07-08


(12 boxes)

BOE-G-VB-1-06 thru 

General Elections 11-07-06

22 months;  


 BOE-G-VB-27-06

 06 Voted Ballot


destroy after 9-07-08


(27 boxes)

BOE-G-AVQ-1-06 thru 
General Elections 11-07-06

2 years; 


 BOE-G-AVQ. 10-06

06 Absentee requests


destroy after 11-07-10

BOE-07-1


Outdated board

 Thru BOE-07-5

 material



Destroy; a.s.a.p.

BOE-G-ZCR-1-06 thru

General Elections 11-07-06

2 years;

 BOE-G-ZCR-4-06

 zero/closing reports


destroy after 11-07-08


BOE-CERT-10


Records for elections 1923–1933
Retain permanently


BOE-CERT-11


Records for elections 1934-1940

Retain permanently

BOE-CERT-12


Records for elections 1941-1946

Retain permanently

BOE-CERT-13


Records for elections 1949–1952
Retain permanently

BOE-CERT-14


Records for elections 1947–1953
Retain permanently

BOE-CERT-15


Records for elections 1955–1970
Retain permanently

BOE-CERT-16


Records for elections 1956-1960

Retain permanently

BOE-CERT-17


Records for elections 1961-1965

Retain permanently

BOE-CERT-18


Records for elections 1966-1970

Retain permanently

BOE-CERT-19


Records for elections 1971–1972
Retain permanently

BOE-CERT-20


Records for elections 1971–1972
Retain permanently

BOE-CERT-21


Absentee Register for year 1986

Retain permanently

BOE-CERT-22


Absentee Register for year 

1946-1947 & 1950-1952

Retain permanently

BOE-CERT-23


Absentee Register for year 1936-1950  
Retain permanently

BOE-CERT-24


Absentee Register for year 1971-1934 
 Retain permanently

BOE-CERT-25


Absentee Register for year 1986-1987  
Retain permanently

BOE-CERT-26


Absentee Register for year 1987
   
Retain permanently

BOE-CERT-27


Absentee Register for year 1980-1986  
Retain permanently

BOE-CERT-28


Receipt book for years 1947-1960
   Retain permanently

BOE-CERT-29


Receipt book for years 1921-1933
   Retain permanently

BOE-CERT-30


Old expenses book for yrs 1945-1968   
Retain permanently

BOE-LGD-1


Elected officials 1946 – 1989; 

  Absentee bibles 1967-1988;

   Filing fee bibles 1961-1988

   Retain permanently


BOE-LGD-85-89

Board files



   Retain permanently


BOE-LGD-87-93

Canvasses



   Retain permanently


BOE-LGD-71-76

Canvasses



   Retain permanently


BOE-LGD-81-86

Canvasses



   Retain permanently


BOE-LGD-77-80-

  SP-73-94


Canvasses



   Retain permanently


BOE-P-L&A-1-06

Primary election 05-02-06

   Retain 2 years; 


 Thru BOE-P-L&A 12-06
 L&A Testing for Tsx Units

destroy after 05/02/08


BOE-P-C.T.1-06 thru

Primary election 05-02-06

   Retain 22 months; 


 Thru BOE-C.T.-8-06

 Tsx Canister Tapes


destroy after 03/02/08

Records Commission minutes cont.

Page 3


April 18, 2007


ZCR-P-06-1 thru

Primary election 05-02-06 zero
   
Retain 22 months;


 ZCR-P-06-5


 & closing reports (orange bag)

destroy after 03/02/08


BOE-APH-P-1


Primary election 05-02-06

   Retain 2 years;


 BOE-APH-P-2-06

 Alpha sheets



destroy after 05/02/08


SR-P-1-05 thru


Signature roster for primary elec
   
Retain 6 years;


 SR-P-08-05







destroy after 05/03/11


SR-G-1-05 thru


Signature rosters for gen elec

   Retain 6 years;


 SR-G-8-05


 general election 11-8-05

destroy after 11/08/11


BOE-G-L&A 1-05 thru

L&A Testing for general election
   Retain 2 years; 


 BOE-G-L&A 7-05

 11-8-05



destroy after 11/8/07


BOE-SP-L&A 1-06

L&A Testing for spec elec 2/7/08
   Retain 2 years;










            destroy after 02/07/08


SR-P-1-06 thru


Signature rosters for primary

   Retain 6years;


 SR-P-9-06


 primary election 5/2/06


destroy after 05/02/12


BOE-P-VB-1-06 thru

Primary election 5-2-06


   Retain 22 months;


 BOE-P-VB-6-06

  Voted ballots



destroy after 3-2-08


BOE-AC-1-02-03

Address changes 2002-2003

   Retain 4 years; 











destroy after 12/31/07


BOE-AC-1-03-04 thru






Retain 4 years; 


 BOE-AC-3-03-04

Address changes 2003-2004

destroy after 12/31/08


BOE-MRC-1 thru




 BOE-MRC-4


Misc registration cards


Retain permanently


BOE-REG-35-03

Registration cards thru 2003

Retain permanently


BOE-P-AVQ-1-06 &

Absentee request for primary

  Retain 4 years;


 BOE-P-AVQ-2-06

 election 05-02-06


destroy after 5/2/10


BOE-G-L&A 1-06 thru

General Election 11-7-06

  Retain 2 years;


 BOE-G-L&A 8-06

 L&A Testing reports


destroy after 11-7-08


AVQ-G-05-1 thru

General Election 11-8-05

  Retain 4 years


 AVQ-G_05-3


 Absentee requests


destroy after 11-8-09

BOE-P-SB-06


Primary election 5-2-06 sample ballots
Retain permanently

AV-P-06-1


Primary election 5/2/06 absentee requests    Retain 4 years;










Destroy after 5-2-10

BOE-AV-PR04-

 GR05


Absentee reports



Retain permanently

BOE-P-AVA-1-06
AV daily reports; HAVA and 


  Retain 22 months;




 Provisional affirmation



destroy after 3/2/08

BOE-G-VTLB
 
General election 11-07-06; voted too 
  Retain 22 months;

1-06 thru BOE-G-
 late ballots




destroy after 9/7/06

  VTLB 4-06

BOE-G-BP-1-06
General Election 11-07-06; 


  Retain 4 years;




  Board provisional apps



destroy after 11-7-10

BOE-G-PANC-06
General election 11-07-06; 


  Retain 4 years;




  Provisional apps not counted


destroy after 11-7-10

BOE-G-PA-1-06
General election 11-7-06; provisional

  Retain 4 years;




  Apps. AMC1-A thru LOC 5-F


destroy after 11-7-10

BOE-G-PA-2-06
General election 11-7-06; provisional

  Retain 4 years;




  Apps. LOC 6A thru WLV 4


destroy after 11-7-10

SR-G-1-06 thru

General election 11-7-06; signature rosters
  Retain 6 years;

 
 SR-G-8-06







destroy after 11-07-12


BOE-APH-G-1-06 thru






Retain 2 years;


 BOE-APH-G-2-06
General election 11-07-06; alpha sheets

destroy after 11-07-08
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Budget Department:

	BUD2/5THS 
	2/5THS HEALTHCARE REIM
	10 YEARS

	BUDCFFC
	CHILDREN & FAMILY 1ST
	10 YEARS

	BUDBUDGETS
	BUDGETS
	 
	PERMANENT

	BUDM.H.CHILD
	MEDICALLY HAND. CHILD
	20 YEARS

	BUDINCAR.BIL
	INCARCERATION BILLING
	20 YEARS

	BUDGRANTS
	GRANTS
	 
	5 YEARS

	BUDQBLDGS.
	Q-CONSTRUCTION BLDGS
	PERMANENT

	BUDQSEWERS
	Q-CONSTRUCTION SEWER
	PERMANENT

	BUDRECORDS
	BUDGET RECORDS
	10 YEARS

	BUDBONDNOTE
	BONDS/NOTES
	 
	PERMANENT

	BUDMAXIMUS
	MAXIMUS
	 
	10 YEARS

	BUDORC/SOFTW
	ORACLE/SOFTWARE CONV.
	10 YEARS

	BUDJAILCONST.
	JAIL CONSTRUCTION
	PERMANENT

	BUDESTREVEN
	ESTIMATED REVENUE
	PERMANENT

	BUDLAWLIBRY
	LAW LIBRARY
	 
	5 YEARS
	

	BUDINDIRTCOST
	INDIRECT COSTS
	10 YEARS
	

	BUDCSTOFESTRS
	COST OF ESTIMTED RESRCS
	10 YEARS
	 


	BUDAPPROPS
	APPROPRIATIONS
	10 YEARS

	BUDACCT.TRAN
	ACCOUNT TRANSFERS
	10 YEARS

	BUDADVFDTRN
	ADVANCE FUND TRANSFER
	10 YEARS
	

	BUDFUNDTRAN
	FUND TRANSERS
	10 YEARS

	BUDCORRESPON
	CORRESPONDENCE
	10 YEARS

	BUDPAYINS
	PAYINS
	 
	5 YEARS

	BUDHOTEL/MOT
	HOTEL/MOTEL LODGING TX
	10 YEARS

	BUDTAXBUDGET
	TAX BUDGETS
	 
	PERMANENT

	BUDCOMCERTS
	BUDGET COMISSION CERT
	10 YEARS

	BUDINVESTMET
	INVESTMENTS
	 
	PERMANENT

	BUDCLEHRSPEH
	CLEVE. HEARING & SPEECH
	PERMANENT

	BUDRECEIPTBK
	RECEIPT BOOK
	 
	10 YEARS

	BUDREQUESTS
	BUDGET REQUESTS
	PERMANENT

	BUDANUALAPPR
	ANNUAL APPROPRIATION
	PERMANENT

	BUDYRENDCLOS
	YEAR END CLOSE
	PERMANENT

	BUDFINALS
	BUDGET FINALS
	 
	PERMANENT

	BUDTAXBOOK
	TAX BOOKLET
	 
	PERMANENT

	BUDAIS
	ANUAL INFOR.STATEMNT
	10 YEARS

	BUDPRKDKBOND
	PARKDECK COUPON BONDS
	PERMANENT

	BUDMEMREIMB
	MEMORIAL DAY REIMBUR.
	10 YEARS

	BUDOLDFINANC.
	OLD FINANCIAL RECORDS
	10 YEARS

	BUDSPCLPROJECT
	SPECIAL PROJECTS
	10 YEARS
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Community Development Department:

	LCCDD 2006-01
	1998 Lot Splits
	Permanent
	Paper

	LCCDD 2006-02
	Ron Twining Files
	7 Years
	Paper

	LCCDD 2006-03
	Ec. Dev. - LAMP Marketing Files
	15 Years
	Paper

	LCCDD 2006-04
	Ec. Dev. - LAMP Files
	30 Years
	Paper

	LCCDD 2006-05
	Ec. Dev. - Lamp Applicant Files
	7 Years
	Paper

	LCCDD 2006-06
	CDBG FY 03 - B-F-03-043-1
	10 Yrs. From date of close out letter
	Paper

	LCCDD 2006-07
	CDBG FY 03 - B-F-03-043-1
	10 Yrs. From date of close out letter
	Paper

	LCCDD 2006-08
	CDBG FY 03 - B-F-03-043-1
	10 Yrs. From date of close out letter
	Paper

	LCCDD 2006-09
	CDBG FY 03 - B-F-03-043-1
	10 Yrs. From date of close out letter
	Paper

	LCCDD 2006-10
	Old Zoning Resolutions - A - G
	Permanent
	Paper

	LCCDD 2006-11
	Old Zoning Resolutions - H - W
	Permanent
	Paper

	LCCDD 2006-12
	1995 to 2003 Deposit Files
	Permanent
	Paper

	LCCDD 2006-13
	Watershed, CHIP/CHIS Forms, Coastal Erosion Information
	7 Years
	Paper

	LCCDD 2006-14
	Planning - Qualification for Environmental Plan - S.R. 58  - North-South Corridor Study
	7 Years
	Paper



Coroner:

102 Cuyahoga Co. Coroner; Private cases

Answering svc. Logs – 2005



7 years

Paper

103 2005: request & appropriation; misc correspondence

mrdd cases; mileage reimbursement; calendar & 

coroner call schedule; payroll; pers; w.comp; deposits

petty cash; emh & approved billings


7 years

Paper


104
02-1 thru 02-49





Permanent
Paper


105
02-50 thru 02-89




Permanent
Paper


106
02-90 thru 02-149




Permanent
Paper


107
02-150 thru 02-204 & stats



Permanent
Paper


108
lcc#15588 93-6 thru 95-101 paraffin tissue blocks
Permanent
Paper


109
lcc#15579 95-103 thru 99-26 paraffin tissue blocks
Permanent
Paper


110
lcc#22426 99-29 thru 03-158 (12) paraffin tissue 
Permanent
Paper


Domestic Relations/Juvenile

INT-RP-1


Record purpose files 


Retention period 5 years

INT-UF-2


Unofficial intake records, hearings 

  and cases 



Retention period 5 years

INT-REC-3


Tape recordings of official intake 

  hearings 



Retention period 10 yr
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Engineer:


ENG-14
Payins




Retention period – 3 years


ENG-15
Travel expenses



Retention period – 3 years


ENG-16
Check Registers



Retention period – 3 years


06-ENG-17
Bids and Estimates


Retention period – 5 years


ENG-18
Successful Bids



Retention period – permanent


ENG-19
Contract Negotiations


Retention period – 15 years


ENG-20
Townships Correspondence

Retention period – permanent


Job and Family Services;

	JFS 07-1


	Fiscal Records

ODHS 2575, ODHS 7033,

      (cash forecasts)

ODHS 4290,

(full time employees)

 ODHS 2827, ODHS 2750,

(Mo. Financial reports)

ODHS 2720

(grant reductions)

Pay-ins to Treasurer, PO’s, Receipt books, Vouchers, Payment journals

Core & Quic recon. reports

Annual Inventory reports 

Travel expense requests. 

Bids & Proposals, Procurement information 

RMS sheets

Service Contracts-vendor/equip
	3 yrs. After audit completion
	Paper




	JFS 07-2


	Contracts with Providers

Building leases, Indirect cost plans, Audit reports (federal, state, internal), FNS 46 (issuance recon. report), FNS 250 (food stamp coupon acct. report), FNS 471 (coupon acct. & destruction), ODHS 4200 (food stamp fraud control), ODHS 4230 (OWF fraud activity), ODHS 7210 (Ohio Food Stamp info.), ODHS 7424 (Claim determinations) 
	5 years after audit
	Paper
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	JFS 07-3-A

JFS 07-3-B

JFS 07-3-C

JFS 07-4-A

JFS 07-4-B

JFS 07-5-A
	Personnel Records:

Payroll records, time card records, leave requests & records, Health & Life insurance invoices

Same as above

Employment applications

Adult Protective files

Adult Protective files

Case Management


	10 years after 

employment 

Permanent

1 year after audited

5 years from last incident provided audited

Permanent

3 years inactive &

audited


	Paper

Electronic

imaged

Paper

Paper

Electronic imaged

Paper 


	JFS 07-6-A

JFS 07-6-B

JFS 07-7-A

JFS 07-7-B

JFS 07-8-A

JFS 07-8-B

JFS 07-9-A

JFS 07-9-B

JFS 07-10-A

JFS 07-10-B


	Healthchek & Pregnancy related case files

Healthchek & Pregnancy related case files

Child Care (client files)

Child Care (client files)

Child Care (provider files)

Child Care (provider files)

Joining Forces case files

Joining Forces case files

PRC case files (non OWF)

PRC case files (non OWF)
	3 yrs inactive, audited

Permanent 

3 yrs. inactive, audited 

Permanent

5 yrs. Inactive, audited

Permanent

5 yrs. inactive/ audited

Permanent

3 yrs. Audited, time limit for elig. expired

Permanent
	Paper

Electronic imaged

Paper

Electronic image

Paper

Electronic imaged

Paper

Electronic imaged

Paper

Electronic imaged

	JFS 07-10A

JFS 07-10B

JFS 07-11-A

JFS 07-11-B


	PRC case files (non OWF)

PRC case files (non OWF)

Ohio Works First files

Ohio Work First files
	 5 yrs. Inactive/ audited

Permanent

3 years inactive and audited

Permanent
	Paper 

Electronic imaged

Paper  

Electronic

image
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Metro Parks:

	Schedule #
	Record Title and Description
	
	Retention Period
	Media Type

	100
	Receipt Books
	
	3 years after audit
	Multi

	101
	Appropriation Ledger 
	
	3 years after audit
	Multi

	102
	Appropriation Ledger from County
	
	2 years
	Multi

	103
	Recap of Vouchers
	
	3 years after audit
	Multi

	104
	Vouchers
	
	3 years after audit
	Multi

	105
	Payroll Register
	
	3 years after audit
	Multi

	106
	Receipts & Disbursements Ledger
	
	3 years after audit
	Multi

	107
	Investment Ledger
	
	3 years after audit
	Multi

	109
	Cash Register, Receipt Ledger & Tapes
	3 years after audit
	Multi

	110
	Property Files
	
	Permanently
	Multi

	111
	Sales Tax Monthly Report
	
	3 years after audit
	Paper

	112
	Property Offers
	
	2 years
	Multi

	113
	Master Plan
	
	15 years
	Multi

	114
	FT & PT Employee Personnel Files
	
	Permanently
	Multi

	114-1
	New/Re-employment
	
	Permanently
	Paper

	114-2
	Evaluations
	
	Permanently
	Paper

	114-3
	Training Certificates
	
	Permanently
	Paper

	114-4
	Discipline
	
	2 years
	Multi

	114-5
	Oath of Office
	
	Permanently
	Paper

	115
	Seasonal Employee Personnel Files
	
	3 years after audit
	Multi

	116
	Applications - Not Hired
	
	2 years
	Multi

	117
	Time Cards
	
	3 years after audit
	Paper

	118
	Leave Requests
	
	3 years after audit
	Paper

	119
	Payroll Journals
	
	3 years after audit
	Multi

	120
	Monthly Budget & Exp. Reports
	
	3 years after audit
	Multi

	121
	Rain Checks
	
	3 years after audit
	Multi

	122-1
	Bids
	
	3 years after audit
	Multi

	122-2
	Wage Documents
	
	3 years after audit
	Multi

	122-3
	Field Notes
	
	3 years after audit
	Multi

	123
	Position Descriptions
	
	Till superceded
	Multi

	123-1
	Position Postings
	
	1 year
	Multi

	123-2
	Job Applications
	
	2 years
	Multi

	123-3
	Interviews
	
	1 year
	Paper

	123-4
	Recommendations
	
	1 year
	Paper

	A01-1
	Commissioner Correspondence
	
	2 years
	Paper

	A01-2
	Commissioner Journal Entries
	
	Permanently
	Multi

	A02-1
	Board Meeting Minutes
	
	Permanently
	Multi

	A02-2
	Board Meeting Agendas
	
	2 years
	Paper

	A02-3
	Resolution Index
	
	Till superceded
	Multi

	A02-4
	Board Meeting Attendance
	
	2 years
	Paper

	A02-5
	Board Meeting Notices
	
	2 years
	Paper

	A03
	Park District Directives
	
	Till superceded
	Multi

	A04
	Filing System
	
	Till superceded
	Multi

	A05
	By-laws and Regulations
	
	Till superceded
	Multi

	A06
	Staff Reports
	
	Administrative need
	Paper

	A06-01
	Staff Training
	
	1 year
	Paper

	A06-02
	Daily/Weekly Project Reports
	
	Administrative need
	Multi

	A06-03
	Weekly Activities
	
	2 years
	Paper

	A06-04
	Telephone Call Summaries
	
	2 years
	Paper

	A06-05
	Copy Machine Logs
	
	Till superceded
	Multi

	A06-06
	Safety Meeting Attendance
	
	2 years
	Paper

	A06-06a/b
	Respirator/Medical
	
	5 years
	Paper

	A06-06c
	Hepatitis B
	
	2 years
	Paper

	A06-06d
	Blood-Borne Pathogens
	
	2 years
	Paper

	A06-06e/f
	Hearing Test
	
	5 years
	Multi

	A06-06g
	Lockout/Tagout
	
	2 years
	Paper

	A06-07
	Director/Treasurer Reports
	
	2 years
	Paper

	A06-08
	Traffic/Attendance
	
	2 years
	Paper

	A06-09
	Daily Radio & Phone Logs
	
	2 years
	Multi

	A06-10
	Gas/Fuel Usage Reports & Tickets
	
	2 years
	Multi

	A06-11
	Director Staff Meetings
	
	2 years
	Paper

	A06-12
	Statistics
	
	2 years
	Paper

	A06-13
	Fax Machine Info & Journals
	
	2 years
	Paper

	A06-14
	Law Enforcement Reports
	
	2 years
	Multi

	A06-14a
	Ranger Log
	
	3 years after audit
	Multi

	A06-14b
	Citations/Dispositions
	
	15 years
	Paper

	A06-14c
	Ranger Monthly Activity
	
	1 year
	Multi

	A06-14d
	Ranger Statistics
	
	2 years
	Multi

	A06-14e
	LEADS
	
	2 years
	Paper

	A06-14f
	Background Investigations
	
	1 year
	Multi

	A06-14g
	Ride-a-long
	
	1 year
	Paper

	A06-14h
	OPOTA Roster
	
	Till superceded
	Paper

	A06-14i
	Internal Reports
	
	2 years
	Multi

	A06-15
	Annual Report to L.C. Citizens
	
	5 years
	Multi

	A06-16
	Explosive Gas Monitoring Reports
	
	15 years
	Multi

	A07
	Park Policies & Policy Manuals
	
	Till superceded
	multi

	A07-10
	Safety Manual
	
	Till superceded
	Multi

	A07-11
	Com Veh Op Drug & Alcohol Policy
	
	Till superceded
	Multi

	A07-11-1
	DOT Random Drug Pool
	
	2 years
	Paper

	A07-12
	Ranger Manual
	
	Till superceded
	Multi

	A07-13
	Emergency Response
	
	Till superceded
	Multi

	A07-23
	Nuisance Animal Policy
	
	Till superceded
	Multi

	A07-24
	Cadet Coaching Program
	
	Till superceded
	Multi

	A07-25
	Life Guard, Incentive
	
	Till superceded
	Multi

	A07-34
	MSDS
	
	Till superceded
	Multi

	A08
	Correspondence
	
	2 years
	Multi

	A09
	Tax-Exempt Certificates
	
	2 years
	Multi

	A10
	Blank and Sample Forms
	
	2 years
	Multi

	A11
	Surveys and Questionnaires
	
	2 years
	Paper

	A12
	Record Retention Schedule
	
	Till superceded
	Multi

	A13
	Park Usage Surveys
	
	2 years
	Multi

	A14
	Citizens' Requests / Complaints
	
	1 year
	Multi

	A15
	Volunteers
	
	1 year
	Multi

	A15-1
	Application Waiver
	
	2 years
	Multi

	A15-2
	Schedules/Duties
	
	2 years
	Paper

	A15-3
	Volunteer Correspondence
	
	1 year
	Paper

	A15-4
	Eagle Scout Projects
	
	2 years
	Multi

	A15-5
	Internship/Urban Prog
	
	2 years
	Paper

	A16
	Administrative Guidelines
	
	2 years
	Multi

	A17
	Requests for Public Records
	
	2 years
	Multi

	A18
	Employees' Work Schedules
	
	2 years
	Multi

	A18-1
	Schedule Waivers
	
	2 years
	Multi

	A19
	Marketing/Promotions
	
	2 years
	Multi

	A19-1
	Newspaper Clippings
	
	1 year
	Multi

	A19-2
	Promo Photos
	
	1 year
	Multi

	A19-3
	Archival Photos
	
	2 years
	Multi

	A20
	Telephone & Utilities
	
	2 years
	Paper

	A20-1
	TDD
	
	2 years
	Multi

	A21
	Computer Hardware
	
	3 years
	Paper

	A21-1
	Computer Software
	
	3 years
	Multi

	Aq01
	Membership Applications
	
	Till superceded
	Multi

	Aq02
	SZ Daily Reports
	
	1 year
	Multi

	Aq03
	SZ Wrist Band Log
	
	2 years
	Paper

	Aq04
	SZ Classes
	
	2 years
	Multi

	Aq04A & I
	Lifeguard, In-service
	
	12 years after leaving 
	Multi

	Aq04B & I
	WSI
	
	12 years after leaving 
	Multi

	Aq04C & I
	Water Aerobics
	
	Till superceded
	Multi

	Aq04D & I
	Land Aerobics
	
	Till superceded
	Multi

	Aq04E & I
	Kayak
	
	3 years
	Multi

	Aq05a,b,d
	Waivers/Photo Release
	
	1 year
	Multi

	Aq06
	SZ Incident Reports
	
	3 years after audit
	Paper

	Aq08
	Inspections
	
	
	

	Aq08-01
	Backwash
	
	2 years
	Paper

	Aq08-02
	SZ Slide Op & Rider
	
	2 years
	Paper

	Aq08-03
	SZ Pump/Motor
	
	2 years
	Paper

	Aq08-04
	Beach Record/Inspect
	
	2 years
	Paper

	D01
	Adm. Office and Visitor Ctr.
	
	15 years
	Multi

	D02
	Ball Diamonds
	
	15 years
	Multi

	D03
	Black River Reservation
	
	15 years
	Multi

	D04
	Eiden Site
	
	Permanently
	Multi

	D05
	Burrell Site
	
	Permanently
	Multi

	D06
	Central Maint.
	
	15 years
	Multi

	D07
	Shelters
	
	15 years
	Multi

	D08
	Wildlife Observation Area
	
	15 years
	Multi

	D09
	Mill Hollow Roads
	
	15 years
	Multi

	D10
	Natural Resource Management
	
	Till superceded
	Multi

	D11
	French Creek Bridge
	
	15 years
	Multi

	D12
	French Creek Nature Center
	
	15 years
	Multi

	D13
	Bacon House Restoration
	
	15 years
	Multi

	D14
	Forest Hills Bridge
	
	15 years
	Multi

	D15
	Carlisle Reservation
	
	15 years
	Multi

	D16
	Capital Improvement Proposals
	
	15 years
	Multi

	D17
	Preliminary Design / Proposals
	
	15 years
	Multi

	D18
	Schoepfle Garden
	
	15 years
	Multi

	D19
	Caley Woods
	
	15 years
	Multi

	D20
	Bikeways
	
	15 years
	Multi

	D21
	Black River Day's Dam
	
	15 years
	Multi

	D22
	North Coast Inland Trail
	
	15 years
	Multi

	D23
	Black River Playground
	
	15 years
	Multi

	D24
	Sandy Ridge Reservation
	
	15 years
	Multi

	D25
	Forest Hills Golf Center
	
	15 years
	Multi

	D26
	Signage
	
	2 years
	Multi

	D27
	Statements of Qualifications
	
	2 years
	Multi

	D28
	White Fort Site (BRR)
	
	15 years
	Multi

	D29
	Black River Maint Facility
	
	15 years
	Multi

	D30
	Carlisle Visitor Center
	
	15 years
	Multi

	D30-1
	Raptor Rehabilitation Center
	
	2 years
	Multi

	D31
	Indian Hollow Reservation
	
	15 years
	Multi

	D33
	Vermilion River Reservation
	
	15 years
	Multi

	D34
	Amherst Beaver Creek Reservation
	
	15 years
	Multi

	D35
	Miller Nature Preserve
	
	15 years
	Multi

	D36
	Columbia Reservation
	
	15 years
	Multi

	D37
	Charlemont Reservation
	
	15 years
	Multi

	D38
	Kipton Reservation
	
	15 years
	Multi

	D39
	Splash Zone
	
	15 years
	Multi

	D40
	French Creek Reservation
	
	15 years
	Multi

	D42
	Wellington Reservation
	
	15 years
	Multi

	D43
	Lakeview Park
	
	15 years
	Multi

	D44
	Cassell Reservation
	
	15 years
	Multi

	E01
	Emails & Phone Messages: Transient
	
	Administrative need
	Multi

	E02
	Emails:  Communication
	
	6 months
	Multi

	E03
	Emails:  Other (policies, fiscal, reports, etc.)
	Per content
	Multi

	F01
	Bank Deposits
	
	3 years after audit
	Multi

	F02
	Bank Statement Reconciliations
	
	3 years after audit
	Multi

	F03
	Investments 
	
	3 years after audit
	Multi

	F04
	Budget Transfers or Add'l. Approp.
	
	3 years after audit
	Multi

	F05
	Income and Expense
	
	15 years
	Multi

	F06
	Budgets
	
	3 years after audit
	Multi

	F07
	Grants
	
	3 years after audit
	Multi

	F08
	Insurance
	
	3 years after audit
	Multi

	F08-5
	Loss Records
	
	3 years after audit
	Multi

	F08-6
	Certificates/Ext Cover
	
	3 years after audit
	Multi

	F08-7
	Vehicle/Inland Marine
	
	3 years after audit
	Multi

	F09
	Audits
	
	Permanently
	Multi

	F10a
	Permits Fees and Events
	
	3 years after audit
	Multi

	F10b
	Stage Use
	
	1 year
	Multi

	F10c
	Wagon Use
	
	1 year
	Multi

	F11
	Donations
	
	3 years after audit
	Multi

	F12
	Bonds and Coupon Acct
	
	3 years after audit
	Multi

	F13
	Credit Card Information
	
	Till superceded
	Multi

	F14
	Expense Forms
	
	3 years after audit
	Paper

	F15
	County Tax Rates
	
	Till superceded
	Multi

	F16
	Securities and Stocks
	
	2 years
	Multi

	F17
	Internal Revenue
	
	2 years
	Multi

	F18
	Motor Vehicle Fuel Refund
	
	2 years
	Multi

	F19
	Purchase Orders
	
	2 years
	Multi

	F20
	Postage Logs, Summaries, Refunds, Bulk Mail
	2 years
	Multi

	F22
	Credit Applications
	
	2 years
	Multi

	F23
	Pay Phones Information
	
	2 years
	Multi

	F24
	Safe Information
	
	2 years
	Multi

	L01
	Legal Opinions
	
	Till superceded
	Multi

	L02
	Legal Claims & Suits
	
	21 yrs after settlement
	Multi

	L03
	Contracts, Agreements, Licenses
	
	15 years
	Multi

	L03-1
	Sample Agreements
	
	Till superceded
	Multi

	L03-2
	Game Management
	
	2 years
	Multi

	L03-3
	Releases
	
	2 years
	Multi

	L03-4
	OBES / Prevailing Wage Rates
	
	3 years after audit
	Multi

	L03-5
	Grain Drill Rental
	
	1 year
	Multi

	L04
	Deeds
	
	Permanently
	Paper

	L05
	Life Estates
	
	Permanently
	Multi

	L06
	Easements
	
	Permanently
	Multi

	L07
	Legal Notices
	
	2 years
	Multi

	L08
	Estimates, Appraisals & Quotes
	
	3 years after audit
	Multi

	L09
	Misc. Litigation
	
	3 years after audit
	Multi

	L10
	Leases
	
	3 years after audit
	Multi

	L11
	Right of Way
	
	Permanently
	Multi

	L12
	Petitions
	
	3 years after audit
	Multi

	L13
	Ohio Revised Code
	
	Till superceded
	Multi

	L14
	Licenses and Registrations
	
	Till superceded
	Multi

	L15
	Ohio and U.S. Laws
	
	Till superceded
	Multi

	L16
	Declarations and Notices
	
	2 years
	Multi

	L17
	Journal Entries
	
	Permanently
	Multi

	L18
	Land Appropriations
	
	Permanently
	Multi

	L19
	Bills of Sale
	
	2 years
	Multi

	L20
	Permits
	
	Till superceded
	Multi

	L20-01
	Federal Fish & Wildlife Permits
	
	Till superceded
	Multi

	L20-02
	Migratory Bird Permit
	
	Till superceded
	Multi

	L20-11
	EPA Permits
	
	Till superceded
	Multi

	L20-12
	Occupancy Permits
	
	Till superceded
	Multi

	L20-15
	Stormwater Mgmt/Erosion Control
	
	Till superceded
	Paper

	L20-19
	Aquatic (Pesticide Application)
	
	Till superceded
	Multi

	L20-20a
	Burn: EPA/Forestry
	
	2 years
	Paper

	L20-20b
	Burn/ Forestry
	
	2 years
	Paper

	L20-21a
	Health Dept.
	
	Till superceded
	Paper

	L20-21b
	Health Dept. Septic System
	
	Till superceded
	Paper

	L20-22
	Dam Cert/Permit
	
	Till superceded
	Paper

	L20-23
	Ohio Dept. of Agriculture
	
	Till superceded
	Paper

	L20-24
	Fire Dept. Marshall
	
	2 years
	Paper

	L21
	Legislation Reference Only
	
	Till superceded
	Multi

	L22
	Levy Petition and Info
	
	3 years after audit
	Paper

	L23
	Bequests
	
	Permanently
	Multi

	L24
	Eviction Notices
	
	2 years
	Multi

	L25
	Assessments
	
	2 years
	Multi

	L26
	Surplus Properties
	
	2 years
	Multi

	N01
	Puppet Show, script
	
	1 year
	Multi

	N02
	Naturalist Program Statistics
	
	1 year
	Multi

	N03a/b
	Wildlife List. Sight/cont
	
	1 year
	Multi

	N03a/b/c
	Rehabilitators/Vets
	
	2 years
	Multi

	N04
	Raptor Rehabilitation Center
	
	2 years
	Multi

	N05
	Animal Care
	
	1 year
	Multi

	N06
	Wildlife Permits - Results/Reports
	
	2 years
	Multi

	Op01
	Vehicle Titles
	
	Multi

	Op02
	Fixed Assets Inventory
	
	3 years after audit
	Multi

	Op02-1 
	Photo Inventory
	
	Till superceded
	Multi

	Op03
	Radio License
	
	Till superceded
	Paper

	Op04
	Guarantees, Warranties
	
	Till superceded
	Multi

	Op05
	Alarm Info
	
	Till superceded
	Multi

	Op05-1
	Surveillance Camera
	
	Till superceded
	Multi

	Op06
	Soils Reports
	
	2 years
	Multi

	Op07
	Safety Surveys
	
	2 years
	Multi

	Op07-1
	Annual Facility Inspection
	
	2 years
	Paper

	Op08
	Inspections
	
	2 years
	Multi

	Op08-01
	Vehicle Equip Inspections
	
	Till superceded
	Paper

	Op08-02
	Fire Extinguishers
	
	2 years
	Paper

	Op08-03
	Playground
	
	3 years
	Paper

	Op08-04
	Playground Audit
	
	5 years
	Paper

	Op08-05
	First Aid
	
	2 years
	Paper

	Op08-06
	Trail/Bridge
	
	2 years
	Paper

	Op08-07
	Eye Wash CMF/SZ
	
	2 years
	Paper

	Op08-08
	Septic System
	
	2 years
	Paper

	Op08-09
	Lift
	
	2 years
	Paper

	Op08-10
	Tram
	
	2 years
	Paper

	Op08-11
	Carousel
	
	3 years
	Paper

	Op08-12
	Train
	
	3 years
	Paper

	Op08-13
	Fire Drills
	
	2 years
	Paper

	Op09
	Maintenance Manuals
	
	Till superceded
	Multi

	Op09b
	Veh Equip Damage
	
	1 year
	Paper

	Op09e
	Waste Oil Disposal
	
	1 year
	Paper

	Op10-1
	Overtime Report
	
	1 year
	Paper

	Op10-2
	Temp Hours Tracking
	
	1 year
	Multi

	Op11
	Forest Hills Leagues
	
	2 years
	Multi

	Op12
	Forest Hills General
	
	2 years
	Multi

	Op13
	Equipment Code Lists
	
	2 years
	Multi

	Op14
	Lost & Found
	
	1 year
	Paper

	Op14-1
	Uniforms Issued
	
	1 year
	Multi

	Op14-2
	Safety Supplies Issued
	
	1 year
	Multi

	Op15
	Project Lists
	
	2 years
	Multi

	Op16
	Geo-Caching
	
	1 year
	Paper

	Op21-1
	Water Use FH/SG
	
	2 years
	Multi

	Op21-2
	Weather
	
	1 year
	Multi

	Op22
	Pesticide/Herbicide Appl. Record
	
	7 years
	Paper

	Op24A & I
	Firearms
	
	3 years
	Paper

	Op24B & I
	ASP (baton)
	
	3 years
	Paper

	Op24C & I
	Driving Simulator
	
	3 years
	Paper

	Op24D & I
	Radar
	
	3 years
	Paper

	Op24F & I
	CPR / First Aid / First  Responder
	
	Till superceded
	Multi

	Op24J
	Pesticide Appl. Cert
	
	Till superceded
	Paper

	Op24K
	Pesticide Technician
	
	3 years
	Paper

	Op24K & I
	Pool Operator Cert
	
	15 years
	Paper

	Op24L & I
	Playground Ins. Cert
	
	Till superceded
	Paper

	Op24Y
	Equipment Training
	
	2 years
	Paper

	Op24Z
	Orientation
	
	2 years
	Paper

	Op32
	Cell phone
	
	1 year
	Paper

	R
	Relationships with Individuals / Agencies
	2 years
	Multi

	W
	Wetland Mitigation
	
	3 years after audit
	Multi

	WD
	Wetland Delineation
	
	3 years after audit
	Multi


Records Commission minutes cont.

Page 14


April 18, 2007

Prosecutor;

1999

#1-#30 (box 44)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#31-55 (box 45)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#56-85 (box 46)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#86-120 (box 47)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#121-147 (box 48) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#147-185 (box 49) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#186-misc (box 50) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

2000

#1-#45 (box 51)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#46-91 (box 52)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#93-159 (box 43)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#161-174 (box 54) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#175-203 (box 55) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#204-243 (box 56) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#all misc (box 57) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

2001

#3-52 (box 58)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#53-83 (box 59)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#84-115 (box 60)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#116-152 (box 61) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#153-184 (box 62) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#187-214 (box 63) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

#217-279 (box 64) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

all misc (box 65)
Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

1998

#15, 90, 101, 106, 

 112, 120 154, 160, 

  190, 207 (box 66) Civil Cases & Opinions

Retain permanent microfilmed then org destroyed

CI BOX #1
Criminal Investigations Hasan/Scott 06-07

Retention period – 20 years

CI BOX #2
Criminal Investigations Misc. Civil Docs 1096-1979
Retention period – 20 years

CI BOX #3
Criminal Investigations Fuchs & Nemchick

Retention period – 20 years 

CI BOX #4
Criminal Investigations Fuchs & Nemchick

Retention period – 20 years 

CI BOX #5 - 11
Criminal Investigations Theresa Stencil 

Retention period – 20 years
CI BOX #12 – 13
Criminal Investigations Thomas Sanborn

Retention period – 20 years 

CI BOX #14
Criminal Investigations Plastic enterprises Kaplan
Retention period – 20 years 

CI BOX #15
Audio tapes Stencil, Fuchs, Nemchick

Retention period – 20 years 

**Safety/Risk

06-Safrski-Workmans Comp


2 years


paper
Special Projects

Comm-Special Projects/J.C.
All files contain various types of 

information pertaining to the Lorain 

County Justice Center Project
Retention period–12 yrs

Comm-Special Projects/

 ProjectMgmt


Project management files

Retention period – 5 yrs
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c.
Certificate of Records Disposal – Sent to Ohio Historical Society as FYI (RC3)


Date

Department



Disposal Date


10/25/06
Auditor/Payroll



02/16/06


10/26/06
MRDD




01/01/07


11/17/06
Probate




12/11/06


01/16/07
Mental Health



02/28/07


01/16/07
Clerk of Courts/Domestic – Records
02/28/07


01/16/07
LCCS




02/28/07


01/16/07
Records



02/28/07


01/16/07
Auditor/Real Estate


02/28/07


01/16/07
LCCDD



02/28/07


01/16/07
Common Pleas-Steno/Judge McGough
02/28/07


01/16/07
Coroner



02/28/07


01/16/07
CBCF




02/28/07


01/16/07
Clerk




02/28/07


01/24/07
Auditor/Bookkeeping, personnel, 

license, payroll


02/28/07


01/24/07
Budget




02/28/07


01/24/07
Engineer



02/28/07


01/24/07
Office on Aging


02/28/07


01/24/07
Board of Revisions


02/28/07


01/24/07
Transit




02/28/07


01/24/07
Board of Elections


02/28/07


02/05/07
Job & Family



06/01/07

02/06/07
Judge Lilly & Basinski – steno notes
02/28/07


02/06/07
Court School Liaison – dr

02/28/07


02/06/07
Juvenile Div – duplicate


02/28/07


02/06/07
General Health District


02/28/07


02/12/07
LCCDD



02/28/07


02/12/07
Juvenile



02/28/07


02/16/07
Domestic Relations/Support Serv
02/28/07


02/23/07
Probate Court



03/19/07


03/05/07
Auditor/Tax Settlement


06/30/07


03/14/07
Auditor/Payroll



06/30/07


03/14/07
Prosecutor 4-d



06/30/07


3/21/07

Benefits



06/30/07


04/05/07
Probate




04/27/07

Motion by Jerry Innes, seconded by David Kenner to approve all records destruction/retention 

forms and certificate of records disposal except **Safety/Risk / 06-Safrski-Workmans Comp

This has been placed on hold for further clarification in the amount of disposal time, it states 2 years. 

Upon roll call the vote taken thereon, resulted as: Ayes: All.


Motion carried.


________________

d.
OTHER

1. Lynn Wallace, Lorain County Records Center questioned the Auditor’s memo stating that the county departments can not be charged for storage, etc.  Mr. Innes is looking into this.

Theresa L. Upton stated that the Prosecutor’s office within a few months will be 

conducting a seminar relating to the new and updated record laws.
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e.
NEXT MEETING
Wednesday, October 17, 2007 at 2 p.m.


County Recorder Nedwick is the Treasurer on the Recorders’ Association and the 3rd Wednesday she is not able to attend these meetings and has requested to move to the 2nd or 4th Wednesday, Commissioner complied.  Theresa L. Upton will get clarification.

f.
Call for adjournment

With nothing further before the Commission, Motion by David Kenner, seconded by Jerry Innes

to adjourn at 2:11 p.m.  Upon roll call the vote taken, thereon resulted as: Ayes: All.

Motion carried.


Respectfully submitted, Theresa L. Upton, Clerk

