November 13, 2002


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 David J. Moore, Chair, absent

Mary Ann Jamison, Lorain County Recorder, absent

Mark Stewart, Lorain County Auditor, absent, represented by Linda Keys

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

Rob Nabakowski, Clerk of Courts, absent, represented by Dorothy Schmidt

Commissioner Moore was not able to attend today’s meeting and requested Roxann Blair, Records Commission Sectary to conduct the meeting on his behalf.

The following business was transacted:


Motion by Jerry Innes, seconded by Ron Nabakowski to approve the minutes as submitted from the July 24, 2002.  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 Jerry Innes, seconded by Linda Keys to approve the following schedules:

a.
Approve records destruction/retention forms as submitted by various departments:



Schedule of Records Retention and Disposition

Lorain County Auditor


Auditor’s copies of inter-office and outside correspondence of letters and memos Retention period – 5 years

Lorain County Commissioners/Benefits

1. Health Care Weekly Reports

Retention period 7 years

2. Health Care 125 Plan


Retention period 7 years

3. United Health Care Bills

Retention period 7 years

4. Health Care Detailed Claims

Retention period 8 years 

5. Health Care Hospitalization Reports
Retention period 10 years

6. Health Care Hospitalization Bills
Retention period 7 years

7. Health Care Correspondence

Retention period 7 years

Children & Families Council

1. PRC Summer camp proposals 2001
Retention period –Permanent

2.   Grant Financial Records, 1999-2000
Indefinitely

3.    CY01 Council meeting minutes
Retention period – Permanent

4.    CFC Correspondence

Retention period - 10 years
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Commissioners/Purchasing Dept.

1.   Travel and Employee Reimbursements
Retention Period - 2 years

2.   Whitebacks




Retention period - 4 years

3.   Utilities




Retention period – 2 years after audit

4.   Correspondence & Misc.


Retention period – 4 years


Commissioners/Special Projects Manager

1.    Agriculture Center Addiction (May 2000)
Retention Period - 5 years


2.    Clark & Post



Retention period - 5 years


3.    Meeting Minutes



Retention period - 5 years


4.    South Shore Electric


Retention period - 5 years

5. City of Amherst/Renovation Project (November 2000)

              Re-Bid: City of Amherst – ADA Restrooms
Retention period - 5 years 

6.    Cold Mix Resurfacing


Retention period - 5 years

7.    Demolition of 215 & 219 Court Street
Retention period - 7 years

       Commissioners/Community Development Dept.

1.    NOACA/TAC Files 


Retention period – permanent

2.    CDBG – FY96  



Retention period - 3 years from close out

3.    Subdivision Review & CPC Mtg Minutes
Retention period – permanent

4.    1992 Lot Splits  



Retention period – permanent

5.    Multi-Modal Transportation Plan

Retention period - permanent


     Auditor / Financial

1.    ORACLE Reports/Audit Workpapers  etc
Retention Period – 4 years

2.    ORACLE Reports/Cert of Appr copies 2000
Retention period - 4 years

3.    ORACLE Reports/Chart of Accts, etc.
Retention period - 4 years

        Community Based Correctional Facility

1.   Resident Medical Files 


Retention period - 5 years

2.   Terminated Personnel Files


Retention period – (amendment – change

from 5 years to Permanent – original was approved on July 24, 2002)


   Children Services

1.   Board meeting minutes 


Retention Period – Permanent


2.   Green Acres Past Residential Files

Retention Period - Permanent


Office on Aging

        1.  Fund Raising For RSVP 

Retention Period – 10 years

        2.  Referrals  



Retention Period – 10 years

        3.  Cancelled checks, general ledgers 
Retention Period – 10 years

        4.  L.L. Grants                


Retention Period – 7 years


        5.  Advertising records     


Retention Period – 10 years

b.

Application for One-Time Disposal

Office on Aging

1. Donation letters-Ohio State University

2. Golf Tournament Records
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Application for One-Time Disposal

       County Engineer

1. 1996-1999 Faxes                                      

2. Inactive Old Correspondence  General 1984-1996

3. Old bills prior years thru 1992

4. Cashiers Stubs  1961-19163

5. Polk City Directories

6. Bills, requisitions – invoices/receipts

7. Bid Books

8. Unsuccessful bids

Old Business:


There were no old issues for this day.

New Business:


Lynn Wallace said there are two employees at the Records Center and the space is limited.  Mr. Cordes is to take a look at the situation.


Dorothy Schmidt, Clerk of Courts Office said court of appeals transcripts are needed from the records center and asked if there was a courier service established between buildings.  Lynn Wallace said yes there should be and discussions have been held at directors meeting.  She will bring this up again.

Adjournment:


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


Motion carried.


Respectfully submitted,


Roxann Blair, Records Commission Secretary

