October 19, 2005


The Lorain County Records Commission met this day in the J. Grant Keys, Lorain County Administration Building, 226 Middle Avenue, Elyria, Ohio at 2:03 p.m., in the Commissioners Public Hearing Room with the following members present:

Commissioner Betty Blair, Chair, absent

Judy Nedwick, Lorain County Recorder

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, represented by Vivian 

Commissioner Blair was not able to attend today’s meeting and requested Theresa Upton, Records Commission Secretary to conduct the meeting on her behalf.

The following business was transacted:


Motion by Jerry Innes, seconded by Judy Nedwick to approve the minutes as submitted from the April 13, 2005.  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)


Lorain County Board of Elections


SR-S-99-1 thru


SR-S-99-2
Outdated Signature rosters from special election 2/2/99


AV-G-04-1 thru


AV-G-04-2
Absentee Request dups and I.D. envelopes from general election 11/2/04


BOE-13-05
Old address changes


BOE-14-05
Deceased cards/out of county 1999

BOE-15-05
Deceased cards/out of county 1998

BOE-17-05, BOE-18-05 &

 BOE 19-05
Deceased cards/out of county 1997/1998

BOE 20-05
2000 registration dups

BOE 21-05
1998 registration dups

BOE 22-05
Absentee i.d. envs/gen election 2000

BOE 23-05
1997/1998 registration dups

BOE 24-05
Old address change

BOE 25-05
Outdated alpha sheets

BOE 26-05
Outdated alpha sheets

BOE 30-05
Dup registration cards, destroy asap

BOE 37-05
Dup registration cards destroy asap

BOE 31-05 thru

BOE 36-05
Absentee i.d. envelopes destroy asap

BOE 38-05
Absentee i.d. envelopes destroy asap

BOE 39-05 thru

 BOE 42-05
Outdated election supplies, destroy asap

BOE 43-05 thru

 BOE 45-05
Outdated election supplies, destroy asap
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Prosecutor’s Office:

1995-2001 BTA/JAC
1995-2001 board of tax appeals closed cases

Treasurer’s Office:

87-8 Real estate tax duplicates (1990 – 79 pieces)

87-8 Mobile home tax duplicates (1990 – 5 pieces)

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


Auditor:


Aud-NC-01

Auditors new construction 





 Sales review, 2004

Retention period – 4 years


AUD 05-01 REA
Real estate sales review

Retention period – 2 years


Board of Elections:


BOE-REG-1-03 thru


 BOE-REG-30-03
Registration Cards thru 2003
Retention period – permanent


SR-S-02-1 thru

Signature rosters for special


SR-S-02-2

 election 2/5/02


Retention period – 6 years


BOE-05-19, BOE-05-20 Used ballots from general 


 thru BOE-05-21
 election 11/02/04

Retention period – 22 months


AV-G-04-9

Absentee requests from





 General election 11/02/04
Retention period - 4 years


AV-S-04-1

Absentee requests from





 Special Election 8/03/04
Retention period – 4 years


AV-P-04-1 thru

Absentee requests from 


 AV-P-04-2

primary election 3/02/04
Retention period – 4 years


AV-S-02-2

Absentee requests from





 Primary election 2/05/02
Retention period – 4 years


SR-SP-05-1

Signature rosters and absentee

SR-SP-05-2

requests from special election


SR-SP-05-3

2/08/05



Retention period – 6 years


SR-SP-04-1

Signature rosters from special


SR-SP-04-2

election 8/03/04


Retention period – 6 years

	SR-FSP-03-1

ESR-P-03-1

  THRU

ESR-P-03-4

SR-G-04-1

  THRU

SR-G-04-9

ESR-P-04-1

  THRU 

ESR-P-04-4

LSR-P-04-1

  THRU

LSR-P-04-4

LSR-P-03-1

  THRU

LSR-P-03-4

BOE-EMP-PRSL-1

  THRU 

BOE-EMP-PRSL-4

BOE-CC&P-1

BOE-REG-CAN-14

BOE-APH-G-03-1 & 2

BOE-APH-P-04-1 & 2

BOE-APH-AS-04-1
	SIGNATURE ROSTERS

SIGNATURE ROSTERS

SIGNATURE ROSTERS

SIGNATURE ROSTERS

SIGNATURE ROSTERS

SINGATURE ROSTERS

PERSONNEL RECORDS

COURTCASES AND PROTESTS

CANCELLED

REGISTRATION

ALPHA SHEETS

ALPHA SHEETS

ALPHA SHEETS
	DESTROY AFTER

02-04-09 (6 YEARS)  

DESTROY AFTER

05-06-09 (6 YEARS)

DESTROY AFTER 

11-02-10 (6 YEARS)

DESTROY AFTER

03-02-10 (6 YEARS)

DESTROY AFTER

03-02-10 (6 YEARS)

DESTROY ATER

05-06-09 (6 YEARS)

RETAIN PERMANENTLY

RETAIN PERMANENTLY

RETAIN

PERMANENTLY

DESTROY AFTER   

11-04-05

DESTROY AFTER   

03-02-06

DESTROY AFTER  

08-04-06




	BOE-ELY-

PRC-10

BOE-ELY-PRC-11

BOE-ELY-PRC-12

BOE-CANC-10

BOE-CANC-11

BOE-CANC-12

BOE-CANC-13

BOE-REG-31-03;

 BOE-REG-32-03;

 BOE-REG-33-03

BOE-INA-10

BOE-INA-11

BOE-INA-12

BOE-REG-34-03

BOE-27-05

BOE-28-05

BOE-29-05  

BOE-38-05

BOE-AV-P-05-1

ESR-G-03-1

     THRU

ESR-G-03-4 

LSR-G-03-1

     THRU

LSR-G-03-4 
	PURGED REGISTRATION

CARDS FOR 2001

PURGED REGISTRATION CARDS FOR 2002 A THRU M

PURGED REGISTRATION CARDS FOR 2002 N THRU Z

CANCELLED

REGISTRATION CARDS

FROM LORAIN’S

WAREHOUSE

REGISTRATION CARDS UP TO 2003

INACTIVE REGISTRATION CARDS 1995 THRU 2000

REGISTRATION CARDS THRU2003 FOR AMHERST TWPS 3&4;  SOUTH AMHERST VILL. EAST & WEST

DECEASED/OUT OF COUNTY REG. CARDS 2003

DECEASED/OUT OF

COUNTY REG. CARDS 2002

DECEASED/OUT OF

COUNTY REG. CARDS 2001

ALPHA SHEETS FOR SPECIAL ELECTION

02-08-07

ABSENTEE REQUEST FOR PRIMARY 05-03-05

SIGNATURE ROSTERS FOR

2003 GENERAL ELECTION

SIGNATURE ROSTERS FOR

2003 GENERAL ELECTION


	PERMANENTLY

PERMAMENTLY

PERMANENTLY

PERMANENTLY

PERMANENTLY

PERMAMENTLY

PERMANENTLY

DESTORY AFTER 

12-31-07 (4 YEARS)

DESTROY AFTER

12-31-06 (4 YEARS)

DESTROY AFTER

12-31-05 (4 YEARS)

DESTROY AFTER

02-08-07 (2 YEARS)

DESTROY AFTER 

05-03-09 (4 YEARS)

DESTROY AFTER

11-04-09 (6 YEARS)

DESTROY AFTER

11-04-09 (6 YEARS)



Children & Families Council:


2005-83
HMG FY03



Retention period – permanent


2005-84
CY2004 misc payment E1FY04

Retention period – permanent


2005-85
LCCFC 6/99 – 7/1


Retention period- 10 years


2005-86
LCCFC Fin & corres 99/03

Retention period – 10 years


2005-87
HMG EI and Admin Fy03

Retention period – permanent


2005-88
FY04 HMG unfunded proposals

Retention period- permanent


Children Services:


LCCS-IT-1
Interview tapes



Retention period - permanent


Community Development:

	LCCDD       2005-01
	CHIP FY 2000 - B-C-00-043-1 & B-C-00-043-2

               (Box 1 of 6)
	5 yrs. from date of closeout letter. Letter dtd. 2-9-05.          2/9/2010

	LCCDD       2005-02
	CHIP FY 2000 - B-C-00-043-1 & B-C-00-043-2

               (Box 2 of 6)
	5 yrs. from date of closeout letter. Letter dtd. 2-9-05.          2/9/2010

	LCCDD       2005-03
	CHIP FY 2000 - B-C-00-043-1 & B-C-00-043-2

               (Box 3 of 6)
	5 yrs. from date of closeout letter. Letter dtd. 2-9-05.          2/9/2010

	LCCDD       2005-04
	CHIP FY 2000 - B-C-00-043-1 &  B-C-00-043-2

(Box 4 of 6)
	5 yrs. from date of closeout letter. Letter dtd. 2-9-05.          2/9/2010

	LCCDD       2005-05
	CHIP FY 2000 - B-C-00-043-1 &   B-C-00-043-2

 (Box 5 of 6)
	5 yrs. from date of closeout letter. Letter dtd. 2-9-05.          2/9/2010

	LCCDD       2005-06
	CHIP FY 2000 - B-C-00-043-1 &  B-C-00-043-2

(Box 6 of 6)
	5 yrs. from date of closeout letter. Letter dtd. 2-9-05.          2/9/2010

	LCCDD       2005-07
	CDBG FY 2001 - B-F-01-043-1 

(Box 1 of 3)
	5 yrs. from date of closeout letter. Unavailable at this time.

	LCCDD       2005-08
	CDBG FY 2001 - B-F-01-043-1  

(Box 2 of 3)
	5 yrs. from date of closeout letter. Unavailable at this time.

	LCCDD       2005-09
	CDBG FY 2001 - B-F-01-043-1

 (Box 3 of 3)
	5 yrs. from date of closeout letter. Unavailable at this time.


	LCCDD       2005-10
	CDBG FY 2002 - B-F-02-043-1

  (Box 1 of 3)
	5 yrs. from date of closeout letter. Unavailable at this time.

	LCCDD       2005-11
	CDBG FY 2002 - B-F-02-043-1

             (Box 2 of 3)
	5 yrs. from date of closeout letter. Unavailable at this time.

	LCCDD       2005-12
	CDBG FY 2002 - B-F-02-043-1

             (Box 3 of 3)
	5 yrs. from date of closeout letter. Unavailable at this time.

	LCCDD       2005-13
	Economic Development - Revolving Loan Fund 

- Closed Accts.
	15 Years

	LCCDD       2005-14
	Economic Development - TIRC Files
	15 Years

	LCCDD       2005-15
	Economic Development - TIRC Files
	15 Years

	LCCDD       2005-16
	Economic Development - CDBG Files
	15 Years

	LCCDD       2005-17
	Ec. Dev. - FY 1999 CDBG & Misc. Ec. Dev. Info.

                 Grant Agreement B-E-99-043-1
	5 yrs. from date of closeout letter. Unavailable at this time.

	LCCDD       2005-18
	Ec. Dev. Expired Tax Abatements &

 1991 - 1995 Financial Record Journals 

& cancelled checks
	20 Years

	LCCDD       2005-19
	Planning - Township Land Use Files
	20 Years

	LCCDD       2005-20
	Planning - Township Land Use Files
	20 Years

	LCCDD       2005-21
	Lorain County Comprehensive Land 

Use Plan Files
	15 Years

	LCCDD       2005-22
	Lorain County Comprehensive Land Use 

Plan Files
	15 Years

	LCCDD       2005-23
	NOACA/TRAC/PAC Files
	15 Years

	LCCDD       2005-24
	Ron Twining Files
	7 Years

	LCCDD       2005-25
	Ron Twining Files
	15 Years

	LCCDD       2005-26
	Paid Bills from 1997 through 2001
	12 Years

	LCCDD       2005-27
	Paid Bills & Purchase Orders for 

2001 & 2002
	7 Years

	LCCDD       2005-28
	Mellone Long Files
	7 Years

	LCCDD       2005-29
	Economic Development - Retail Data 

References
	7 Years



General Health District:


GH2005-1
2002 school billing 3rd quarter

Retention period – 3 years


GH2005-2
2003 bank statements 4th quarter pay in
Retention period – 3 years


GH2005-3
2003 vouchers a – r


Retention period – 3 years


GH2005-4
2003 vouchers s-z pers/wc vouchers




 & misc. bd vouchers


Retention period – 3 years


GH2005-5
2003 school expenses


Retention period – 3 years


GH2005-6
2003 funds avail. Receivables, expen




 Pay-ins 1st quarter


Retention period – 3 years
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GH2005-7
2003 po’s pay ins


Retention period – 3 years


GH2005-8
2003 payroll



Retention period – 3 years


GH2005-9
2002 pay ins 4th quarter


Retention period – 3 years


GH2005-10
Jami Krugman’s ei disch before 2001
Retention period – 3 years


GH2005-11
1998-1999 bank statements

Retention period – 3 years


GH2005-12
1996-1997 communicable disease rpt
Retention period – permanent


GH2005-13
1998-1999 communicable disease rpt
Retention period – permanent


GH2005-14 thru


 GH2005-19
see attached report listing (permits)
Retention period – 4 years


Prosecutor:


PROS05-01
Criminal files



Retention period – to be microfilmed

and scanned original paper to be destroyed


PROS05-02
Criminal files



Retention period – permanent

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


Date

Department



Disposal Date


1.
Lorain County Probate Court


12/23/1992

08/15/05


2.
Lorain County 9-1-1



06/2005

04/13/05


3.
Lorain County Adult Probation


04/13/05

06/30/05



4.
Lorain County Assistant County Administrator
04/13/05

12/31/05


5.
Lorain County Acting Clerk


04/13/05

12/31/05


6.
Lorain County Probate Court


04/13/05

08/31/05


Motion by Judy Nedwick, seconded by Jerry Innes to approve all records destruction/retention forms and certificate of records disposal.  Upon roll call the vote taken thereon, resulted as: Ayes: All.


Motion carried.


________________

d.
OTHER

1. Debbie Mohr, Lorain County Records Center said the Plain Dealer has been inquiring about Commissioner Ross and Commissioner Vasi files.  Commissioner Ross’ files were approved and destroyed by the Lorain County Records Commission and no files were ever received from Commissioner Vasi.

There was discussion on elected official files and they should file the same paperwork but the Records Commission cannot govern the departments as to how they keep their records.

2. Theresa Upton thanked the Auditor’s office for the schedule of itemized records retention.  They have assigned a schedule number to each of the categories that the State of Ohio has record disposition for the Auditor’s Office.

3. Discussion was held on the GIS Department and the Records Center will call the State to see how these records should be kept, since this is a new department.

e.
NEXT MEETING
Wednesday, April 19, 2006 at 2:00 p.m., Public Hearing

Room

f.
Call for adjournment

With nothing further before the Commission, Motion by Jerry Innes, seconded by Judy Nedwick 

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, Records Commission Secretary

