June 20, 2001


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

Commissioner Betty Blair, Chair, absent

Mary Ann Jamison, Lorain County Recorder, absent, represented by Jeannette Bozsoki

Mark Stewart, Lorain County Auditor

Greg White, Lorain County Prosecutor, absent, represented by Jerry Innes

Rob Nabakowski, Clerk of Courts

Chairman Blair was not able to attend today’s meeting and requested Roxann Blair, Records Commission Secretary to act in her absence.

The following business was transacted:


Motion by Ron Nabakowski, seconded by Jerry Innes to approve the minutes as submitted from the November 8, 2000 meting.  Upon roll call, all voted in favor of the motion.


Motion carried.


_______________


Roxann Blair, 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.


Motion by Jeannette Bozsoki moved, seconded by Ron Nabakowski to approve the following schedules:

Lorain County Commissioners/Administrator

Schedule of Records Retention and Disposition  

1.
Info on County auction/vehicles-equipment
Retention Period – 3 years after audit

2.
Incoming mail log, vehicle lists, message phone books     “              “   

3.
1997-98 General Correspondence

Retention Period – 5 years after audit

4.
1995 – 1998 inventory list of office equipment i.e. computers, desks, chairs etc

Retention Period – 5 years after audit 

Lorain County Commissioners/Capital Improvements Department

1. Rolled Plans and Drawings for various projects – 1970 thru 1997

Retention Period 2 years

Lorain County Commissioners/Clerk of the Board


1.
Correspondence and resolutions from 1998
Retention period 2 years after audit   

Lorain County Commissioners/Wage & Contract Compliance Officer

1.
Misc. Preliminary drawings – 1990/1992 etc
Retention period – 6 years

2.
CBCF/Architect proposals 1999-2000 etc.
Retention period – 6 years

3.
Prevailing Wage Files on various projects
Retention period – 6 years

4.
Blank forms:  Time sheets, requisitions  etc
Retention period – 6 years
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Department of Job & Family Services


1.
Fiscal Records




Retention period 3 years after audit   

2.
Contracts with providers 


Retention period 5 years after audit

3.
Personnel records 



Retention period 3 some, 1 and 5 years

after audit

Board of Health – Application for One-Time Disposal

1.
1988 – 1990 Title XX Denials,   1985-1987 Title XX Bills, 1990 & prior title XX 

Discharges, 1989 Billing Sheets, 1988 Home Health,  1994 Receipts   etc.

Old Business:


There were no old issues for this day.

New Business:


Lynn Wallace, Records Center Director stated everything is going well and thanked all departments for their support.

Adjournment:


With no further business, Motion by Jerry Innes, seconded by Jeannette Bozsoki to adjourn. Ayes: All.


Motion carried.


Respectfully submitted,


Theresa L. Upton, Assistant Records Commission Secretary

