October 22, 2008

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 Maggie Barta and Annie Carstarphen
Dennis Will, Lorain County Prosecutor, absent, represented by Jerry Innes

Rob Nabakowski, Clerk of Courts, represented by Cherri Hunt
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: Debbi Mohr– Records Center, Jeri Dull-Administrator and Kathy Firment, Lorain County Golden Acres 

The following business was transacted:


Motion by Jerry Innes, seconded by Judy Nedwick to approve the minutes as submitted from the April 9, 2008.  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-DASAP-13-08 thru
Outdated board of election manuals

 BOE-DASAP-28-08






destroy ASAP

BOE-DASAP-29-08 thru  
Outdated board of elections material



 BOE-DASAP-34-08






destroy ASAP

General Health District:

GH-AL/SL

January 2002-December 2006




AL/SL and Al/SL monthly record books




Box #’s 2008-39, 2008-40, 2008-41



Golden Acres:

GA-RB


Resident business file 1988-2004

GA-PB


Pharmacy bills 1988-1993
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b. Approve records destruction/retention forms as submitted by various departments (RC2)


Adult Probation:


Aprob01-2008

Lorain County Adult Probation Supervision





Files; documents stripped from files such as





Police and bcd/fbi checks, notes, journal





Entries, lab results, reports to court of 





Common pleas contained in files for the





Dept. that include personal info., that have





Been closed either thru sentencing or





Termination from supervision


retain for 30 days


Airport:

	AIR-RPT
	Audits & Inspection Reports
	 
	 

	 
	Annual state audit and inspections
	 
	 

	 
	by FAA, ODOT, County Auditor,
	 
	 

	 
	Health District, oil companies, etc
	3 years provided audit
	 

	AIR-FISCAL
	Budget records; annuals budgets,
	 
	 

	 
	pay ins, vouchers, requisitions, travel, 
	3 years provided audit

	 
	purchase orders, etc.
	 
	 

	AIR-CNTLSE
	Contracts and Leases
	15 years after expired

	AIR-POLICIES
	Policies; insurance
	2 years after expired

	 
	 
	
	
	provided all claims settled

	AIR-INV
	Inventory of aircraft
	 
	 

	 
	send to ODOT annually
	 
	 

	 
	Inventory of equipment
	3 years
	 

	AIR-MAPS
	maps, plans and drawings
	Permanent
	 

	AIR-MIN
	Minutes
	
	Permanent
	 

	AIR-PERMITS
	permits
	
	7 years until complete

	AIR-PUB
	publications 
	
	1 year until superseded

	AIR-BID A
	Bids
	goods/services
	3 years after expired

	 AIR-BID B
	Bids
	contracts
	
	15 years after expired w/

	 
	 
	
	
	contract/lease

	 AIR-BID C
	Bids (unsuccessful)
	2 years 
	 

	AIR-PROJ
	Project Records - grants, etc
	5 years after expired

	 
	 
	
	 
	or according to terms

	 
	 
	
	 
	whichever is greater

	 
	 
	
	 
	provided that all

	 
	 
	
	 
	relevant state and 

	 
	 
	
	 
	federal audits have 

	 
	 
	
	 
	been conducted, audit

	 
	 
	
	 
	reports released, and

	 
	 
	
	 
	all litigation claims and

	 
	 
	
	 
	audit findings involved

	 
	 
	
	 
	records have been 

	 
	 
	
	 
	resolved 
	

	AIR-REG
	Rules & regulations publications
	
	

	 
	containing FAA guidelines
	permanent
	

	AIR-CORR
	Correspondence
	 
	5 years
	

	AIR-NEWS
	Newspaper articles
	 
	1 year if no historic value

	AIR-MEET
	Agendas, meeting notices
	1 year  
	

	AIR-BY
	Bylaws
	
	 
	permanent until superseded

	AIR-PERS
	Personnel files
	 
	10 years
	

	AIR-WORK
	Work orders
	 
	2 years
	

	AIR-FUEL
	fuel records
	 
	3 years
	

	AIR-OPIN
	prosecutor's opinion
	 
	permanent
	

	AIR-ZONE
	Zoning records
	 
	permanent
	

	AIR-TRADE
	trade, enterprise zones
	 
	permanent
	

	AIR-BOND
	bonds/notes
	 
	permanent
	

	AIR-ACDNT
	accidents reports-to vehicle or persons
	6 years provided no action

	AIR-APP
	applications for employment
	1 year
	

	AIR-LAW
	lawsuits
	
	 
	26 years after



Board of Elections:


BOE-P-VB-1-08 thru
Voted ballots from primary election 03/04/08
retain 22 months

 BOE-P-VB-14-08






destroy 01/04/10

BOE-P-AVQ-1 thru
Absentee requests from primary election

retain 4 years

 BOE-P-AVQ-5-08
03/04/08




destroy 03/04/12

BOE-P-SR-1-08 thru
Signature rosters from primary election

retain 6 years

 BOE-P-SR-8-08
03/04/08




destroy 03/04/14

BOE-P-APH-1-08
Alpha sheets from primary election

retain 2 years

RED-1 thru







destroy after 03/04/10

BOE-P-CT-1-08 thru
Canister tapes from primary election

retain 22 months

 BOE-P-CT-11-08
 03-04-08




destroy after 01-04-10

BOE-P-ZCR-1-08 thru
Zero/Closing reports from primary

retain 22 months

 BOE-P-ZCR-4-08
 election 03-04-08



destroy after 01-04-10

BOE-P-L&A-1-08 thru
L&A reports for primary election

retain 2 years

 BOE-P-L&A-10-08
03/04/08




destroy after 03/04/10

BOE-P-PSR-1-08 thru
Provisional signature rosters from primary
retain 6 years

 BOE-P-PSR-4-08
election 03-04-2008



destroy after 03/04/14

BOE-CONF-1-08
Confirmation cards



retain 2 years










Destroy after 12/31/10
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Children Services:

LCCS-08-03

Payment requisition applications

retain 5 years

LCCS-08-04

Teacher evaluations



permanent

Children & Family Council:

CFC-1


Council board & committee minutes

permanent

CFC-2


Council reports and records


permanent

CFC-3


Council correspondence



retain 15 years

CFC-4


Fiscal Records




retain 15 years

CFC-5


Personnel files




retain 10 years

CFC-6


Client intake/referral/discharge forms

retain 1 year

CFC-7


Program records and reports


retain 7 years until audit

CFC-8


Claims and litigation records


retain 5 years after case

closed & appeals exhausted

CFC-9


Equipment and maintenance manuals

5 years or until

Superseded/obsolete

CFC-10


Client charts




retain 7 years

CFC-11


Client funding eligibility records

retain 2 years

Community Development:

LCCDD 2008-01

Ron Twining administrative files
retain 15 years

LCCDD 2008-02

Subdivisions – 2002


permanent

LCCDD 2008-03

Ec Dev cdbg B-E-97-043-1 &





Revolving loan fund accounts

retain 5 years

LCCDD 2008-04

Ec. Dev. TIRC reports


retain 5 years

LCCDD 2008-05

Ec. Dev. Revolving loan fund accts





 And training documents

retain 5 years

LCCDD 2008-06

Ec Dev revolving loan fund accts





 And bank statements and semi annl rprt
retain 5 years

LCCDD 2008-07

Planning CPC & Subdivision review





 Minutes old rosters from 1990 and prior
permanent

LCCDD 2008-08

Personnel dept. timesheets

retain 5 years

LCCDD 2008-09

Carlisle twp model zoning

permanent

LCCDD 2008-10

Planning 0 misc reports & pros opion
permanent

LCCDD 2008-11

Ec Dev NOACA packets, oberlin bldg





 Rehab, poggeymyer agreement, land





 Use inventories, glide information
retain 5 years

LCCDD 2008-12

LC building pay in files 2003-2007
retain 5 years

LCCDD 2008-13

Planning commission zoning cases
permanent

LCCDD 2008-14

1999 lot splits



permanent

LCCDD 2008-15

2000 lot splits



permanent

LCCDD 2008-16

2001 lot splits



permanent

LCCDD 2008-17

Subdivision review & cpc taped 





 Minutes Jan 2001 – August 2005
retain 6 months 

once minutes approved

LCCDD 2008-18

Census books & census cds

permanent

LCCDD 2008-19

census books containing data info
permanent





1970-1990
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LCCDD 2008-20

census books containing data info
permanent





1960-1996

LCCDD 2008-21

census books containing data info 1970-1998





& county business patterns for Ohio
permanent

LCCDD 2008-22

labor market review


retain 7 years

Commissioners;

 County Administrator;

Comm/CntyAdmin-CntyDepts




files contain info re; various dept

retain 10 years

Comm/CntyAdmin-Correspondence




files contain info re: projects, boards &




agencies, cities, townships, villages,




agreements and leases and general

retain 10 years

Comm/CntyAdmin-SanitaryEng/Sewers




Files contain info re: various sewers and




Sanitary engineer issues



retain 10 years

Comm/CntyAdmin-Unions




Files contain union contracts and info




Pertaining to various, unions


retain 10 years

Dog Kennel

DKADOPREC

Adoption records



retain 1 years

DKVENDORS

Vendors




retain 10 years

DKDESTREC

Destruction records



retain 5 years

DKPNDBOOKS
Pound books




retain 10 years

DKMEDRECDS
Medication records



retain 2 years

DKRECPTEXP

Receipts & expenditures


retain 10 years

DKRELSRECDS
Release records




retain 10 years

DKTELELOG

Telephone logs




retain 5 years

DKWARNTICT
Warning tickets




retain 1 year

DKWKLYRPTS
Weekly reports




retain 5 years

Domestic Relations:

DRC-JUV-1
Box 93 – Legal Court




permanent



88JM42341-88JV42480



Document files w/different case #’s

“
“   “
Box 94, 95, 96, 97, 98,99, 100, 101, 102, 103,104



105, 106, 107, 108, 109, 110, 111, 112, 113, 114, 



115, 116, 117, 118, 119, 120, 121, 122, 123, 124



125, 126, 127, 128, 129, 130, 131, 132 and 133

DRC-JUV-1
Box 134 – Legal Court



89JB45969-89JB76030



Document files w/different case #’s

“
“   “
Box 134, 135, 136, 137, 138, 139, 140, 141, 142,



143, 144, 145, 146, 147, 148, 149, 150, 151, 152,



153

Rule 26

Doctor medical records – mental health records



Psychological evaluations and collateral information
retain 10 years
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Golden Acres:


GA-HIR
Infirmary Registry




permanent


GA-HIJ

Infirmary Journal




permanent


GA-AP

Accounts payable




retain 3 years


GA-AR

Accounts receivable




retain 3 years


GA-AS

Annual surveys





retain 10 years


GA-CS

Census






retain 1 year


GA-CR

Cost report





retain 10 years


GA-DC

Dietary communication




retain 3 years


GA-DONR
Director of Nursing reports



retain 3 years


GA-EF

Employee files





retain 10 years


GA-EI

Employee inservices




retain 3 years 

GA-FR

Financial reports




retain 3 years 

based on audit

GA-IR

Incident reports





retain 6 years

GA-MR
Medical records





retain 7 years

GA-PR

Payroll registers





retain 3 years 

based on audit

GA-PW
Payroll worksheets




retain 3 years 

based on audit

GA-PO

Purchase orders





retain 3 years

GA-SS

Social service records




retain 3 years

GA-TC

Time cards





retain 3 years


Records Center:


REC-13
Depts. Requests to remove original records

3 years after return of




Complete w/return signatures



records


REC-14
Children Serv request to remove original


3 years after return of




Records/complete w/return signatures


records


REC-15
Copies of Record center voucher payments/

5 years




Invoices/whitebacks


REC-16
Copies of record center pay in received by

5 years




Departments and public


Safety/Risk:


Saf-Rsk 01
Various magazines




retain until superceded


Saf-Rsk 02
Unsolicitied correspondence/unsolicited mail/

retain until no longer of 




 Email and similar unsolicited communications

adm value or legal

(RC3 not required)


Saf-Rsk 03
Travel Expense Request/Travel Expense Vouncher
retain 2 years


Saf-Rsk 04
Lorain County Americans with Disabilities Act




 Network Coordinators correspondence


retain 5 years


Saf-Rsk 05
Drafts, informal notes, reminder notes, videos in 
retain until no longer of




 Progress, out tak not used footage, bloopers, etc

adm value (RC3 not req


Saf-Rsk 06
Safety Committee Meeting notices, agendas handouts
retain 2 years


Saf-Rsk 07
Train Station correspondence



retain 5 years


Saf-Rsk 08
Lorain County Regional airport correspondence

retain 5 years


Saf-Rsk 09
Blank forms





retain until no longer of











adm value (RC3 not req
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Saf-Rsk 10
Equipment operations and maintenance manuals

retain until equip is

sold, no longer in used or scrapped and no longer the propoerty of the county (RC3 not req)


Saf-Rsk 11
Electronic mail (email)




retain email that has











Administratibe

signiciant, fiscal, legal or historial vlaue, maitnain accoridn tgto conent (refer to RC2 to erase emails that has no dsinigicant value (RC3 not req)


Saf-Rsk 12
Subscription publications



retain until no longer of

administrative value (RC3 no req)


Saf-Rsk 13
Safety Committee minutes



permannet

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


Date

Department



Disposal Date


05/19/08
MRDD




08/01/08

05/28/08
Clerk of Courts



06/30/08

06/06/08
Clerk of Courts



06/30/08

06/16/08
Auditor Tax Settlement


12/31/08

06/18/08
LCCS




12/31/09

06/23/08
Engineer Tax Map


12/31/08

07/18/08
Probate




08/15/08

08/20/08
Clerk of Courts



08/15/08

08/26/08
Probate Court



09/30/08

10/01/08
Commissioners Clerk


12/31/08

10/06/08
Board of Elections


12/31/08

10/06/08
CBCF




12/31/08

10/06/08
Budget




12/31/08

10/06/08
Auditor/Appraisal-new construction
12/31/08

10/06/08
Auditor/Administration


12/31/08

10/06/08
Auditor/Payroll



12/31/08

10/06/08
Board of Revisions


12/31/08

10/06/08
Commissioners/Office Services

12/31/08

10/06/08
Clerk of Courts (rule 26)

12/31/08

10/08/08
Personnel



12/31/08

10/09/08
Sheriff




12/31/08

10/17/08
Community Development

12/31/08

10/17/08
Probate




11/14/08


10/17/08
Common Pleas/Court Reporter

12/31/08


10/17/08
Domestic Relations/Court Reporter
12/31/08



10/17/08
Auditors/Dog & Kennel


12/31/08



10/17/08
Domestic Relations/Dismissed case
12/31/08


10/17/08
Domestic Relations/reciprocal files
12/31/08


10/17/08
Auditor/License



12/31/08
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10/17/08
Clerk of Courts/bookkeeping

12/31/08


10/17/08
Common Pleas/McGough

12/31/08


10/17/08
Clerk of Courts/Domestic journals
12/31/08

10/20/08
Engineers



12/31/08

Motion by Jerry Innes, seconded by Theresa Upton to approve all records destruction/retention 

forms and certificate of records disposal forms.  Upon roll call the vote taken thereon, resulted as: Ayes: All.


Motion carried.


________________(discussion was held on the above)
D.
OTHER
1. SB46, effective September 1, 2008 – Section 149.434 requires all public offices to maintain a database or list that includes the name and date of birth “of all public officials and employees elected or employed by that public office”.  This is a public record and must be “made available upon request”.  County Prosecutors Office did sent a letter to all elected officials informing them

2. HB9 public records act – Each elected official (or an appropriate designee) is required to receive 3 hours of training during every term of office

3. South Lorain County Ambulance District and Village of Wellington passed resolutions objecting to the latest revisions of the State Public Records law and urging the State Legislature to amend it

4. Jeri Dull, Administrator – Lorain County Golden Acres said this has been an experience and thanked everyone for the help.  There were several old binder ledger that were taken over to Golden Acres for storage from 1800’s.

E
RECORDS CENTER UPDATE – Debbie Mohr had nothing for this day.

F 
NEXT MEETING

a. Wednesday, April 22, 2009 at 2 p.m.

b. Wednesday, October 28, 2009 at 2 pm

G.
Call for adjournment
With nothing further before the Commission, Motion by Judy Nedwick, seconded by Jerry Innes 
to adjourn at 2:20 p.m.  Upon roll call the vote taken, thereon resulted as: Ayes: All.

Motion carried.


Respectfully submitted, Theresa L. Upton, Clerk

