October 13, 2010

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, represented by Annie Carstarphen & Maggie Barth
Dennis Will, Lorain County Prosecutor, absent, represented by Jerry Innes
Rob Nabakowski, Clerk of Courts, represented by Kate Lenz
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-Smith, Records Center Manager, Joe Carter, Fiscal LCCS and David Ashenhurst, Oberlin 

The following business was transacted:


Motion by Jerry Innes, seconded by Kate Lenz to approve the minutes as submitted from the April 14, 2010.  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)

Board of Elections (HELD FROM LAST MEETING 4/14/10)

BOE-DAS AP 10-2010
thru
Outdated confirmation cards; sos 

 BOE-DAS AP 15-2010

duped lists; campaign exp reports
destroy asap

BOE-DASAP-29-09

Duped signature rosters


destroy asap

BOE-DASAP-9-2010

Polling place notice cards

destroy asap

BOE-DAS-AP-1-2010 thru
outdated campaign finance reports
destroy asap

 BOE-DAS-AP-4-2010

BOE-DAS-AP-5-2010 thru
duped signature rosters and 

 BOE-DAS-AP-8-2010

outdated petitions


destroy asap
Secretary Upton stated that these were placed on hold from April meeting due to no dates and explanation of outdated. She stated that nothing has been received from Board of Elections.
Discussion was held

Motion by Kate Lenz, seconded by Jerry Innes to continue the hold until paperwork is received from Board of Elections. Upon roll call; Ayes: all.


Motion carried.


_______________

Records Commission cont.


Page 2


October 13, 2010
b. Approve records destruction/retention forms as submitted by various departments (RC2)


Board of Elections:


BOE-P-L&A-1-10 thru
L&A testing for tax units

retain 2 years destroy


 BOE-P-L&A-7-10
for primary election 5/4/10

after 5/4/2012


BOE-P-UB-1-10 thru
Unvoted ballots from


retain 22 months


 BOE-P-UB-63-10
primary election 5/4/2010


BOE-P-VB-1-10 thru
Voted ballots from


retain 22 months

 
 BOE-P-VB-7-10
primary election 5/4/2010

BOE-P-ID-1-10 thru
Absentee ID envelopes


retain 100 days


 BOE-P-ID-8-10
for primary election 5/4/10


BOE-P-SR-1-10 thru
Signature rosters from 


retain 6 years


 BOE-P-SR-8-10
 primary election 5/4/2010


BOE-P-APH-1-10
Alpha Sheets from 


retain 2 years





 Primary election 5/4/2010


BOE-20

Test decks



retain 22 months


BOE-12

Canister tapes



retain 22 months


BOE-21

Voter verified paper audit 





 Trail (VVPAT)



retain 22 months


BOE-02

Absentee requests


4 years


BOE-7


Voted ballots



retain 22 months


BOE-15

Provisional affirmations


4 years


CBCF


CBCF018

Resident medical files


10 years


CBCF019

Program documentation


3 years


CBCF020

Annual reports



permanent


CBCF021

Training documentation


3 years


CBCF022

Compliance documentation copies
3 years


CBCF023

Vehicle maintenance records

until vehicle sold


CBCF024

Vehicle mileage records


until vehicle sold


CBCF025

Audit report (aca/drc/financial)

permanent


CBCF026

Equipment inventories annual

3 years


CBCF027

Postage recaps



2 years


CBCF028

Statistical reports (annual reports)
until incorporated into










 Annual report


CBCF029

Statistical reports (other)

5 years


Commissioner Blair:


COMMBB-ANNEX
Copies of annexations files

4 years


COMMBB-BNDINV
Copies of bonds, investments

4 years


COMMBB-CORR
Correspondence



4 years


COMMBB-DIST9
Copies of integrating committee





 Meeting notifications, agendas, etc
4 years


COMMBB-IRR

Irrigation methods


4 years
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COMMBB-LGF
Local Government funds

4 years


COMMBB-TRAIN
Train station



4 years


COMMBB-AIRCORR
Airport correspondence


4 years


COMMBB-AIRCNT
Copies of airport contracts

4 years


COMMBB-AIRMAP
Copies if airport maps


4 years


COMMBB-AIRPLAN
Copies of airport plans


4 years


COMMBB-AIRPTO
Airport photos



4 years


COMMBB-AIRRES
Copies of airport resolutions

4 years


COMMBB-MAP
Copies of county maps


4 years


COMMBB-NOACAPRO
NOACA correspondence
4 years


COMMBB-NOACAMIN
Copies of NOACA minutes
4 years


COMMBB-NOACAPPRO
NOACA projects

4 years


COMMBB-PI

Copies of Policies and issues

4 years


COMMBB-SWR
Copies of county/city sewers

4 years


COMMBB-SHER
Sheriff Dept. correspondence

4 years


COMMBB-STDY
Copies of space study and parking study
4 years


COMMBB-NEWS
newspaper articles


4 years


COMMBB-AG

copies of agendas


4 years

COMMBB-RES
copies of resolutions


4 years


COMMBB-EXP
travel expenses



4 years


Engineer:


IT00001

Engineer office backup tapes

permanent


IT00002

Drafting room backup tapes

permanent


Golden Acres


GA-R


Restorative



3 years


GA-INR

In-service records


3 years


GA-IR


Incident reports
change from 

6 years to 3 years


Probate Court:


2010-1


Adoption case files


until microfilmed


2010-2


Probate civil case files


until microfilmed


2010-3


Estate case files



until microfilmed


2010-4


Guardianship case files


until microfilmed


2010-5


Marriage records


until microfilmed


2010-6


Final record



until microfilmed


2010-7


Estate tax returns


until microfilmed


2010-8


Mental illness case files


until microfilmed


2010-9


Journals



until microfilmed


2010-10

Will record



until microfilmed


2010-11

MS records 



until microfilmed


2010-12

trust estate case files


until microfilmed


2010-13

Records of medical, chiropractic &





 Osteopathic certificates


until microfilmed


2010-14

Delayed registration and correction

Of birth records



until microfilmed


2010-15

Open receipt listings


until audited


2010-16

Closed receipt listings


until audited


2010-17

End of month reports


until audited


2010-18

Bank Statements & reconciling

until audited


2010-19

Inventory & appraisement record
until microfilmed
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Sheriff:


RD-19


Temporary protection orders (tpos)





Cancelled Old Schedule #RD-18
until no longer of adm










Value no RC3 required


RD-20


Towed vehicle slips


until no longer of adm










Value no RC3 required


Special Projects/Commissioners;


SP-Project files 10
Property files and documents

5 years


SP-Property files 10
project files and documents

5 years
Motion by Jerry Innes, seconded by Judy Nedwick to approve the above listed RC2’s. Upon roll call; Ayes: all.


Motion carried.


_______________

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


Date

Department



Disposal Date


05/27/10
Treasurer



06/30/10


05/27/10
Recorder



06/30/10


06/25/10
MRDD




08/01/10


06/28/10
Sheriff




07/22/10

07/06/10
Probate




07/20/10

09/17/10
Prosecutor



10/15/10

9/27/10

Board of Elections


12/31/10

09/27/10
Auditor/payroll



10/15/10

09/28/10
Office Services/Mailroom

12/31/10

09/28/10
Board of Revisions


12/31/10

9/29/10

Golden Acres



10/14/10

09/30/01
Clerk of Courts/Domestic

12/31/10

10/01/10
911




12/31/10

10/01/10
Auditor/Personal Property

12/31/10

10/5/10

Clerk of Courts/Bookkeeping

12/31/10

10/5/10

CBCF




12/31/10

10/6/10

Common Pleas/Judge Glavas



Common Pleas/Judge McGough



Common Pleas/Court Reporters

12/31/10

10/6/10

Safety/Risk



Commissioners/Benefits



Commissioners/Clerk



Auditor/Bookkeeping



Auditor/Financial


12/31/10

10/6/10

Records Center



12/31/10

10/7/10

Auditor/Licensing


12/1/10

10/7/10

Auditor/Administration


12/31/10

10/7/10

Domestic Relations/Payroll-Fiscal
12/31/10


10/12/10
Budget




12/31/10




Office on Aging


12/31/10


10/13/10
Commissioners/payroll personnel
12/31/10




Transit




12/31/10




Special Projects/Administrator

12/31/10
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D.
OTHER
a. Forms returned by Historical Society

i. Probate (92-10 deleted and 92-10 5 yr disposal)– resent with correction 

ii. Prosecutors (PROS05-01 criminal) – already approved (clarify cases on intake)

iii. Commissioner Blair need clarification (new RC2 submitted above)

iv. Community Development – (have not received correction from dept for approval)

b. Jerry Innes said each municipality jurisdiction should have a policy and designee under ORC 1347.01 (Personnel Information System), this works along with the Records Policy of each department relating to personnel/confidential information released. He is putting something together for approval by Commissioners.

E
RECORDS CENTER UPDATE – Lynn Wallace-Smith, Records Manager
Lynn asked if the Commission would like to present a training seminar to all county departments on update of records as well as filling forms out correctly. Commission said this is great idea, so Secretary Upton and Records Manager Wallace-Smith will put it together with a the presenters being State of Ohio AG Office/Secretary of State and Prosecutors Office sometime next year

F 
NEXT MEETING
a. Wednesday, April 13, 2011

b. Wednesday, October 12, 2011

G.
PUBLIC COMMENT

David Ashenhurst, Oberlin thanked the Commission for holding the RC1 from Board of 

Elections until an explanation is given but the Commissioner should be able to approve the other ones listed.

He wanted to make a correction in the minutes stating that he did ask the Village of 

Kipton not Secretary of State’s Office.  He did hear from Paul Adams, Director of Election Board but there is no general correspondence or retention schedule showing this. He indicated that the Mr. Adams said there is nothing this far back relating to this. He asked if there would be a Prosecutor’s opinion relating to certifying this person to the ballot. He previously made a trip to the Records Center but again the Board of Election is the custodian keeper of said records and Records Center is the storage keeper of records, so they would not know what would be in the boxes.  Mr. Ashenhurst requested any public records from the Prosecutors Office relating to this 2001 election of Kipton Village.  Mr. Innes said some documents were already produced for Mr. Ashenhurst but he would allow him to look through the file if need be. He did have a conversation with Attorney/Journalist Tim Smith, Kent State and stated that there are holes in the public training seminar, elected officials should be mandated to attend the training rather than always relying on designees.
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Secretary Upton stated that the following RC1’s were skipped for approval.

BOE-DAS-AP-16-2010
 and
duped alpha sheets from 

destroy asap

 BOE-DAS-AP-17-2010
primary elections 5/4/2010


BOE-23


Poll worker payroll records






Years 2000-2003


CBCF


CBCF016


Intake-Referral documentation 






 Booking reports (11/2008-12/31/2009)



2001-9



Operations Document






(7/1/2006-6/30/2007)

Motion by Judy Nedwick, seconded by Kate Lenz to approve the following RC1’s as listed below. Upon roll the vote taken thereon resulted as: Ayes: All.

Motion carried.



___________________

H.
Call for adjournment
With nothing further before the Commission, Motion by Judy Nedwick, seconded by Kate Lenz 

to adjourn at 2:30 p.m.  Upon roll call the vote taken, thereon resulted as: Ayes: All.

Motion carried.


Respectfully submitted, Theresa L. Upton, Clerk

