November 5, 2003


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 Mary Jo Vasi, Chair, absent

Judy Nedwick, Lorain County Recorder

Mark Stewart, Lorain County Auditor, absent

Jeff Manning, Lorain County Prosecutor, absent, represented by Jerry Innes

Rob Nabakowski, Clerk of Courts, absent, represented by Lisa Waltz

Commissioner Vasi 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 August 6, 2003.  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. Approve records destruction/retention forms as submitted by various departments:

Lorain County Auditor/Financial


01-JCS-1
Audit workpapers, info requests, fsc file, reports
Retention period 4 years

01-JCS-2
Audit workpapers, inventory files and 

2000-2001 working trials



Retention period 4 years


01-JCS-3
Audit workpapers, cafr segments 1-91

Retention period 4 years


01-JCS-4
Audit workpapers, footnotes, cafr drafts, post audit




p.o., correspondence, cash recon., Murray ridge rpt
Retention period 4 years


01-LB1

Oracle reports




Retention period 4 years


01-LB2

Audit workpapers, oracle reports


Retention period 4 years


01-LB3

Oracle reports and chart of accounts

Retention period 4 years


01-LB4

Audit workpapers, budget commission work

Retention period 4 years


Lorain County Children and Families Council

2003-58

FY03CTF




Retention period permanent


2003-59

FY03WBG




Retention period permanent


2003-60-61
HMGFY03 invoices



Retention period permanent

2003-62-63
HMGFY03 activity sheets



Retention period 10 years


2003-64

HMGFY03 cris-e- reports



Retention period 10 years


2003-65

LCCFC budget documents



Retention period 10 years
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Lorain County Community Development Department

2003-01, 02

 & 03

cdbg fy98




Retention period 4 years

2003-04, 05,

 06 & 07

cdbg fy99




Retention period 4 years

2003-08, 09

 & 10

cdbg fy00




Retention period 4 years

2003-11

subdivisions




Retention period permanent

2003-12

old chip files 89-94



December 2004

2003-13

old emergency repair files 96-98


December 2004

2004-14

old emergency repair files & private rehab 95-00
December 2005

2003-15 timesheets 00-02, deposit receipts 88-92, 

revenue receipts 79-94, invoices 94-00

personnel records 66-97



Retention period permanent


2003-16

asst lccdd plans & reports 68-00


Retention period permanent


2003-17

asst lccdd plans & reports 68-02


Retention period permanent


2003-18

asst info books 87-01



Retention period permanent

Lorain County Coroner

69
case files 91-1 – 91-159




Retention period permanent

70
case files 91-160 – 91-251




Retention period permanent

72
case files 92-1 – 92-149




Retention period permanent

73
case files 92-150 – 92-218




Retention period permanent

77
case files 93-1 – 93-169




Retention period permanent

78
case files 93-170 – 93-209




Retention period permanent

79
case files 94-1 – 94-187




Retention period permanent

67 po, billings, deposits, payroll, budget, miscellaneous

morgue logs 94-98




Retention period 7 years


76
93-94 cuyahoga co cases, private cases, answer logs

Retention period 7 years


68
1999 billings, pos, deposits, payroll, misc


Retention period 7 years


82
personal files





Retention period permanent


74
billing/payroll misc correspondence 01


Retention period 7 years


75
correspondence 02 prosecutor/priv cases


Retention period 7 years


71
billing, pos, correspondence, payroll register, mileage

Retention period 7 years


80
01 private cases, Cuyahoga co coroner cases, answer log
Retention period 7 years


82
case files 95-1 – 95-184




Retention period permanent


83
case files 96-1 – 96-139




Retention period permanent


84
case files 96-140 – 96-196




Retention period permanent


85
95-96 private cases, ans logs, cuyahoga co coroner cases
Retention period 7 years

b. Application for One-Time Disposal of Obsolete Records: There were none this day.
c.
Certificate of Records Disposal

Job & Family Services

89-01
Aid to Depend. Children


Disposal date – 09/12/03 & 10/01/03

76-20
Food stamps




Disposal date – 09/12/03 & 10/01/03

76-26
Medicaid




Disposal date – 09/12/03 & 10/01/03

89-02
General assistance



Disposal date – 09/12/03 & 10/01/03

76-16
Social Services




Disposal date – 09/12/03 & 10/01/03

96-05
Child Support




Disposal date – 09/12/03 & 10/01/03


Motion by Jerry Innes, seconded by Judy Nedwick 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.


________________
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5. OTHER

Report/update from Lynn Wallace, Records Center Director

Lynn Wallace-Smith said RC3 (Certificate of Records Disposal) do not need to be approved by the Board.  These records have already been approved by the Records Commission.  The various departments sign the forms and the Records Clerk sends them to the Historical Society.

Mrs. Smith said various departments such as: Children Services, Clerk of Courts and Coroner have submitted forms for disposal, they now want to keep all their records.  She can microfilm/microfiche all records and have an index, therefore getting rid of paper.  Eventually there will be no room to store all these documents.

Mr. Innes said if the departments now wish to keep records they have to keep them elsewhere, rather than the records center.

The Records Commission would like to have departments come to the first meeting of next year to discuss issues.

6. NEXT MEETING

Wednesday, May 12, 2004 at 2:00 p.m., Public Hearing Room

Wednesday, November 17, 2003 at 2:00 p.m., Public Hearing Room

7. Call for adjournment

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

to adjourn at 2:21 p.m.  Upon roll call the vote taken, thereon resulted as: Ayes: All.

Motion carried.


Respectfully submitted,


Theresa L. Upton, Records Commission Secretary

