


AGENDA
RECORDS COMMISSION

April 10, 2019
2:00 P.M. - PUBLIC HEARING ROOM D

1.	Call meeting to order

2.	Roll Call

3.	Approve the Minutes of October 10, 2018

4.    	Application for One-Time Disposal of Obsolete Records (RC1)
DEPARTMENT
SCHEDULE
NUMBER		DESCRIPTION			MEDIA TO BE DISPOSED	RETAINED
AUD-102		Tax Lists (4 books from 1969 due to mold)	paper			microfilm

5.	Application for Retention (RC2)
DEPARTMENT
SCHEDULE
NUMBER			DESCRIPTION			MEDIA	RETENTION PERIOD
CBCF

[image: ]

CHILDREN SERVICES
Lccs-cr-57	Children Services Case records		State of Ohio/ODJFS EDMS,
							Paper record to be shredded
							Upon successful upload		permanent
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COMMUNITY DEVELOPMENT
	LCCDD BD
	Building Department, contractor 
and general files, construction folders
	7 yrs 
	MULTI

	LCCDD GRANTS
	Grants to include: GLRI Watershed, Neighborhood Stabilization Program (NSP).  Brownfield. Copy of application approval, financials, client files and supporting documentation.
	10 Years after Closeout
and Audit
	MULTI

	LCCDD 
FINANCE
	Vouchers, travel reimbursement, 
Pay-Ins, 
	7 After Audit
	PAPER

	LCCDD 
SUBDIVISION
	Major Subdivision, Minor Subdivisions 
(Lot Splits), Zoning, Floodplain 
Management.
	PERMANENT
	MULTI

	LCCDD COMMUNICATION
	Internal and External correspondence   related to the activities of the office
	5 YTS
	MULTI

	LCCDD 
PERSONNEL  
	Timesheets, Sick Leave, Vacation, Applications and employee related documents.
	10 Years after employee
no longer employed
	MULTI

	LCCDD 
REPORTS
	Tax Incentive Review Council (TIRF), Revolving Loan Fund (RLF), Annual Reports
	7 years after Audit
	PAPER

	LCCDD 
CDBG
	CDBG GRANTS
	Change from 10 Year Closeout
 to 20 Year Close Out
	MULTI

	LCCDD 
CHIP
	CHIP GRANTS
	Change from 10 Year Closeout
 to 20 Year Close Out
	MULTI

	2004-01
	Ron Twining Files-Incoming & Outgoing
Correspondence, 2001 Annual Reports,
2001 Budget Planning
	Permanent change to 3 year
	Paper

	98-01
	Prevailing Rates Riles 85' & Older
	Permanent change to 3 year
	Paper

	98-02
	Prevailing Rates Riles 86' - '87
	Permanent change to 3 year
	Paper

	98-03
	Prevailing Rates Riles 88' - 90'
	Permanent change to 3 year
	Paper

	98-08
	L.C. RPC Annual Reports - 1956-
1980 & Misc. Reports
	Permanent change to 3 year
	Paper

	98-09
	McGinnis Correspondence Files
	Permanent change to 3 year
	Paper

	98-14
	55'-80' RPC Annual Reports
	Permanent change to 3 year
	Paper
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SHERIFF
	CIV- 1
	ACCRUED FEES DOCKET (RECORD OF FEES
	      2 YEARS
	     ELECTRONIC

	 
	AND COSTS)
	     AUDITED
	 

	CIV- 2
	CASH BOOKS CASH JOURNAL; OPEN ITEMS
	      3 YEARS
	     ELECTRONIC

	 
	CARRIED FORWARD
	     AUDITED
	 

	CIV- 3
	CIVIL CASE DOCKET (CIVIL ORDERS 
	      5 YEARS
	     ELECTRONIC

	 
	RECEIVED BY SHERIFF FROM ALL COURTS)
	 

	CIV- 4
	EXECUTION DOCKET
	         7 YEARS
	     ELECTRONIC

	CIV- 5
	FOREIGN EXECUTION DOCKET (EXECUTIONS
	         7 YEARS
	     ELECTRONIC

	 
	OUTSIDE COUNTY)
	 

	CIV- 6
	FOREIGN FEE RECORD
	      10 YEARS
	     ELECTRONIC

	CIV- 7
	FOREIGN SUMMONS DOCKET (SUMMONS
	       7 YEARS
	     ELECTRONIC

	 
	OUTSIDE COUNTY)
	 
	 

	CIV- 8
	RECORD OF WRITS AND SUMMONS
	       7 YEARS
	     ELECTRONIC

	CIV- 9
	RECORD OF RECEIPTS
	       2 YEARS
	     ELECTRONIC

	CIV- 10
	SHERIFF'S SALES DOCKET (SALES FOR
	       5 YEARS
	     ELECTRONIC

	 
	FORECLOSURES)

	CIV- 11
	SHERIFF'S SALES DOCKET (SALES FOR
	       5 YEARS
	     ELECTRONIC

	 
	FORECLOSURES)

	ADM- 1
	BANK RECORDS (STATEMENTS & DEPOSITS)
	       3 YEARS
	           PAPER

	ADM- 2
	BUDGET FIGURES (ANNUAL BUDGET)
	      10 YEARS
	           PAPER

	ADM- 3
	BUDGET REQUEST AND APPROPRIATIONS
	      10 YEARS
	           PAPER

	ADM- 4
	CASH BOOKS & JOURNALS (INCLUDING FOJ)
	AUDIT AND CLEARED
	           PAPER

	ADM- 5
	CHECK REGISTERS
	       3 YEARS AUDITED
	     ELECTRONIC

	ADM- 6
	COMPENSATION SLIPS
	       3 YEARS
	           PAPER

	 
	OLD SCHEDULE #118
	      AUDITED
	 

	ADM- 7
	PAYROLL SHEETS
	    3 YEARS AUDITED
	           PAPER

	ADM- 8
	RECEIPT BOOKS (INCLUDING STUBS)
	    3 YEARS AUDITED
	           PAPER

	ADM- 9
	TIME CARDS 
	       3 YEARS AUDITED
	           PAPER

	ADM- 10
	PAY-IN RECEIPTS TO COUNTY TREASURER
	       3 YEARS AUDITED
	           PAPER

	ADM- 11
	TRAVEL EXPENSE REPORT
	       3 YEARS AUDITED
	           PAPER

	ADM- 12
	SICK LEAVE REQUESTS
	        3 YEARS AUDITED
	           PAPER

	ADM- 13
	EMPLOYMENT APPLICATIONS
	       1 YEAR
	           PAPER

	ADM- 14
	INVOICES AND PURCHASE ORDERS
	       3 YEARS
	           PAPER

	 
	OLD SCHEDULE #124
	      AUDITED
	 

	ADM- 15
	DEPARTMENTAL TRAINING RECORDS
	10 YEARS AFTER SEPERATION
	           PAPER

	ADM- 16
	GRANT RECORDS (FEDERAL AND STATE)
	       5 YEARS
	           PAPER

	ADM- 17
	VOUCHERS (SUPPLIES & EQUIPMENT)
	       3 YEARS
	           PAPER

	ADM- 18
	CANCELLED CHECKS
	       3 YEARS AUDITED
	           PAPER

	ADM- 19
	DEPARTMENTAL INVENTORY (ANNUAL
	       4 YEARS
	           PAPER

	 
	INVENTORY OF EQUIPMENT)
	 




	ADM- 20
	PERSONNEL FILES
	10 YEARS AFTER separation
	           PAPER

	ADM- 21
	EMPLOYEE SCHEDULES
	CONTINUALLY UPDATED, REVISED, COMPLETED, SUPERSEDED, OR ERAISED (NO RC-3 REQUIRED)
	     ELECTRONIC

	ADM- 22
	EMPLOYEE SCHEDULES
	CONTINUALLY UPDATED, REVISED, COMPLETED, SUPERSEDED, OR ERAISED (NO RC-3 REQUIRED)
	           PAPER

	ADM- 23
	PHOTO FILE
	     UNTIL NO LONGER CURRENT, APPRAISE FOR HISOTRICAL VALUE (NO RC3 REQUIRED)
	     ELECTRONIC

	ADM- 24
	PHOTO FILE
	          UNTIL NO LONGER CURRENT, APPRAISE FOR HISOTRICAL VALUE (NO RC3 REQUIRED)
	           PAPER

	ADM- 25
	CONTRACTS
	      15 YEARS AFTER EXPIRATION
	           PAPER

	ADM- 26
	DELIVERY SLIPS / PACKING SLIPS
	     UNTIL NO LONGER ADMIN VALUE (NO RC-3 REQUIRED) 
	           PAPER

	ADM-27
	EMPLOYEE CALL OFF SHEETS
	        3 YEARS
	          PAPER

	ADM-28
	EMPLOYEE CALL OFF SHEETS
	        3 YEARS
	    ELECTRONIC

	ADM-29
	WORKMAN'S COMPENSATION CLAIMS
	      2 YEARS
	           PAPER

	 
	(NON-MEDICAL)
	
	 

	ADM-30
	WORKMAN'S COMPENSATION CLAIMS
	10 YEARS AFTER
	          PAPER

	 
	(MEDICAL)
	SEPARATION
	

	ADM-31
	KID PRINT PHOTOS
	     UNTIL NO LONGER ADMIN VALUE (NO RC-3 REQUIRED)
	     ELECTRONIC

	ADM-32
	SOCIAL MEDIA -FACEBOOK/INSTRAGRAM/TWITTER/LCSO WEBSITE LSCO WEBSITE/SCROLLING MESSAGE BOARD
	     UNTIL NO LONGER OF ADMIN VALUE (NO RC3 REQUIRED)
	           MULTI

	RD- 1
	ACCIDENT STATISTICS
	       2 YEARS
	           PAPER

	RD- 2
	CRIME STATISTICS (YEARLY)
	        1 YEAR
	           PAPER

	RD- 3
	WARRANTS SERVED
	        1 YEAR
	           PAPER

	RD- 4
	EVIDENCE CARDS
	       2 YEARS
	           PAPER

	RD- 5
	AUDIO / VIDEO RECORDINGS
	       30 DAYS
	             DISC

	RD- 6
	AUDIO / VIDEO RECORDINGS
	       30 DAYS
	           PAPER

	RD-7
	RADIO LOGS (RECORD OF INCOMING CALLS
	          1 YEAR
	     ELECTRONIC

	 
	AND/OR TRANSMISSIONS TO PATROL UNITS)
	 
	 

	RD- 8
	JUVENILE ARREST AND OFFENSE RECORDS
	         UNTIL OFFENDER REACHES 18 YEARS OF AGE
	           PAPER

	 
	(INCLUDING FINGERPRINTS)
	    OFFENDER
	 

	RD- 9
	ROAD INCIDENT REPORTS
	      10 YEARS
	           PAPER

	RD- 10
	ROAD INCIDENT REPORTS
	      10 YEARS
	     ELECTRONIC

	RD- 11
	JUNKYARD INSPECTIONS
	       2 YEARS
	           PAPER

	RD- 12
	DISPATCH SHEET / LOG (RECORD OF RUNS)
	      3 YEARS
	     ELECTRONIC

	RD- 13
	TELETYPE / LEADS PRINTOUTS / MESSAGES
	     UNTIL NO LONGER OF ADMIN VALUE (NO RC-3 REQUIRED)
	           PAPER

	RD- 14
	TELETYPE / LEADS RECORD LOGS
	       2 YEARS
	           PAPER

	RD- 15
	OFF- DUTY DETAILS
	       2 YEARS            
	           PAPER

	RD- 16
	JACKETED FILES
	  PERMANENT FOR ADULTS, UNTIL OFFENDER REACHES 18 YEARS OF AGE FOR JUVENLES
	           PAPER

	RD- 17
	OFFICER IN CHARGE SHIFT RECAP
	       2 YEARS
	     ELECTRONIC

	COR- 1
	JAIL REGISTER (PRISONER DESCRIPTIONS
	  PERMANENT
	           PAPER

	 
	AND TERMS OF CONFINEMENT)
	 
	 

	COR- 2
	INDEX CARDS (ALPHABETICAL FILE OF
	  PERMANENT
	           PAPER

	 
	PRISONER DESCRIPTION AND OFFENSES)
	 
	 

	COR- 3
	EXPUNGEMENT FILES
	  PERMANENT
	           PAPER

	COR- 4
	COMMITMENTS, JOURNAL ENTRIES AND
	      10 YEARS
	           PAPER

	 
	RELEASES
	 
	 

	COR- 5
	BOOKING CARDS AND CLASSIFICATION
	      10 YEARS
	           PAPER

	 
	SHEETS (RECORD OF PRISONERS
	 
	 

	 
	CONFINED)
	 
	 

	COR- 6
	BOOKING CARDS (RECORD OF  PRISONERS
	      10 YEARS
	     ELECTRONIC

	 
	CONFINED)
	 
	 

	COR- 7
	PRISONER PROPERTY INVENTORY
	      10 YEARS
	           PAPER

	COR- 8
	PRISONER PROPERTY INVENTORY
	      10 YEARS
	     ELECTRONIC

	COR- 9
	JAIL INCIDENT REPORTS
	      10 YEARS
	           PAPER

	COR- 10
	MEDICAL RECORDS
	      10 YEARS
	           PAPER

	COR- 11
	MEDICAL RECORDS
	      10 YEARS
	     ELECTRONIC

	COR- 12
	JAIL CREDIT LETTERS
	      10 YEARS
	           PAPER

	COR- 13
	FINGERPRINT CARDS
	      10 YEARS
	           PAPER

	COR- 14
	UNCLAIMED FUNDS REPORT
	       3 YEARS
	           PAPER

	COR- 15
	PAY-IN RECEIPTS TO COUNTY TREASURER
	       3 YEARS
	           PAPER

	 
	
	      AUDITED
	 

	COR- 16
	WEBCHECK REQUEST FORMS
	        1 YEAR
	           PAPER

	COR- 17
	BANK RECORDS (STATEMENTS & DEPOSITS)
	       3 YEARS
	           PAPER

	 
	
	      AUDITED

	COR- 18
	CANCELLED CHECKS
	       3 YEARS
	           PAPER

	 
	 
	      AUDITED
	 

	COR- 19
	CASH ACCOUNT SHEETS
	       2 YEARS
	            PAPER

	COR- 20
	CASH RECEIPT BOOKS (RECEIPTS OF
	       2 YEARS
	            PAPER

	 
	PRISONER CASH)
	 
	 

	COR- 21
	PRISONER COUNT CERTIFICATION
	       2 YEARS
	           PAPER

	 
	(RECORD OF PRISONER HEADCOUNTS)
	 
	 




	COR- 22
	PRISONER COUNT CERTIFICATION
	       2 YEARS
	     ELECTRONIC

	 
	(RECORD OF PRISONER HEADCOUNTS)
	 
	 

	COR- 23
	MEAL COUNT SHEETS (DAILY AND 
	       2 YEARS
	           PAPER

	 
	MONTHLY TOTALS)

	COR- 24
	ORDINANCE BILLING NOTIFICATION
	       2 YEARS
	           PAPER

	 
	(NOTICE TO COMMISSIONERS OF BILLS TO
	 
	 

	 
	MUNICIPALITIES)

	COR- 25
	BOOKING LOG (PRISONERS BOOKED,
	       2 YEARS
	           PAPER

	 
	RELEASED AND TRANSPORTED)
	 
	 

	COR- 26
	BOOKING LOG (PRISONERS BOOKED,
	       2 YEARS
	     ELECTRONIC

	 
	RELEASED AND TRANSPORTED)
	 
	 

	COR- 27
	LOBBY LOG (FACILITY VISTORS)
	       2 YEARS
	    ELECTRONIC

	COR- 28
	CONTROL ROOM LOG (RECORD OF
	       2 YEARS
	     ELECTRONIC

	 
	PRISONER ACTIVITY, MOVEMENT, 
	 
	 

	 
	SEARCHES AND HEADCOUNTS)
	 
	 

	COR- 29
	VISITATION LOG (RECORD OF VISITORS TO
	        1 YEAR
	     ELECTRONIC

	 
	PRISONERS)
	 

	COR- 30
	CCW APPLICATIONS
	UNTIL KNOWN DECEASED
	           PAPER

	COR-31
	CCW FILES
	UNTIL KNOWN DECEASED
	     ELECTRONIC

	COR- 32
	SEX OFFENDER FILES
	UNTIL KNOWN DECEASED
	           PAPER

	COR- 33
	SEX OFFENDER FILES
	UNTIL KNOWN DECEASED
	     ELECTRONIC

	COR- 34
	PUBLIC RECORDS REQUESTS
	        1 YEAR
	           PAPER

	COR- 35
	PUBLIC RECORDS REQUESTS
	        1 YEAR
	     ELECTRONIC

	COR- 36
	JUVENILE WEBCHECK WAIVER FORMS
	        1 YEAR
	           PAPER

	COR- 37
	JUVENILE FINGERPRINT FORMS (SENT TO CHIEF JUVENILE PROBATION OFFICER
	UNTIL SUBJECT REACHES 18 YEARS OF AGE
	           PAPER

	COR- 38
	JAIL SURVEILLANCE RECORDINGS
	       30 DAYS (NO RC-3 REQUIRED)
	     ELECTRONIC

	COR- 39
	APPROVED CLERGY VISITATION LIST
	CONTINUALLY MAINTAINED PURGED AND UPDATED (NO RC-3 REQUIRED)
	     ELECTRONIC

	COR- 40
	HOSPITAL BILL FILES (JAIL INMATES)
	       3 YEARS AUDITED
	           PAPER

	COR- 41
	CLERGY VISITATION APPLICATIONS
	       2 YEARS
	           PAPER

	COR- 42
	RECORDS DOCUMENTS (RC-1, RC-2, RC-3)
	       7 YEARS
	           PAPER

	COR- 43
	RECORDS DOCUMENTS (RC-1, RC-2, RC-3)
	       7 YEARS
	     ELECTRONIC

	COR- 44
	COMMISSARY RECORDS
	       2 YEARS
	           PAPER

	COR 45
	OFFICER IN CHARGE SHIFT RECAP
	       2 YEARS
	     ELECTRONIC

	SO- 1
	TRANSITORY E-MAIL (INCLUDING PERSONAL NOTES AND MEMOS
	     DAILY OR UNTIL NO LONGER OF ADMIN VALUE (NO RC3 REQUIRED)
	     ELECTRONIC

	 
	PERSONAL NOTES AND MEMOS)
	     UNTIL NO
	 

	SO- 2
	TRANSITORY DOCUMENTS (INCLUDING DRAFTS, INFORMAL NOTES, REMINDER NOTES AND MEMOS)
	     UNTIL NO LONGER ADMIN VALUE (NO RC-3 REQUIRED)
	           PAPER




	SO- 3
	GENERAL CORRESPONDENCE E-MAIL
	    6 MONTHS
	     ELECTRONIC

	 
	(INCLUDING LETTERS, INQUIRIES AND
	      (NO RC-3
	 

	 
	MEETINGS)
	    REQUIRED)
	 

	SO- 4
	GENERAL CORRESPONDENCE (INCLUDING LETTERS, INQUIRES AND MEETINGS)
	    6 MONTHS (NO RC-3 REQUIRED)
	           PAPER

	SO- 5
	EXECUTIVE CORRESPONDENCE (INCLUDING POLICIES, PROCEDURES AND PERSONNEL MATTER)
	        UNTIL  SUPERSEDED OBSOLETE OR REPLACED (NO RC3 REQUIRED)
	     ELECTRONIC

	SO- 6
	EXECUTIVE CORRESPONDENCE (INCLUDING POLICIES, PROCEDURES AND PERSONNEL MATTER)
	        UNTIL  SUPERSEDED OBSOLETE OR REPLACED (NO RC3 REQUIRED)
	           PAPER

	SO- 7
	ANNUAL REPORT (ROAD AND JAIL)
	       5 YEARS
	           PAPER

	SO- 8
	VEHICLE MILEAGE RECORDS
	        UNTIL VEHICLE SOLD (NO RC3 REQUIRED)
	           PAPER

	SO- 9
	ANNUAL REPORT (ROAD AND JAIL)
	       5 YEARS
	     ELECTRONIC

	SO- 10
	VEHICLE MAINTENANCE REPAIR FORMS (INCLUDING WARRANTY & RECALL WORK)
	       5 YEARS
	           PAPER

	SO- 11
	SUBPOENAS
	     UNTIL NO LONGER ADMIN VALUE (NO RC3 REQUIRED)
	           PAPER

	SO- 12
	TIME OFF REQUESTS
	     UNTIL NO LONGER OF ADMIN VALUE (NO RC3 REQUIRED)
	           PAPER

	SO- 13
	VOICE MAIL
	     UNTIL NO LONGER OF ADMIN VALUE (NO RC3 REQUIRED)
	     ELECTRONIC

	SO- 14
	BACKUP DATA ON DESKTOPS, LAPTOPS AND PDA’S (NOT DUPLICATED)
	   RETAIN FOR TWO SYSTEM BACKUP CYCLES THEN DELETE, ERASE OR DESTORY (NO RC3 REQUIRED)
	     ELECTRONIC

	SO- 15
	APPOINTMENT BOOKS (DAILY, WEEKLY, MONTHLY AND ANNUAL
	          UNTIL NO LONGER OF ADMIN VALUE (NO RC3 REQUIRED)
	     ELECTRONIC

	SO- 16
	UNIFORM INSPECTION SHEETS
	       3 YEARS
	           PAPER

	SO- 17
	CITIZEN COMPLAINT LOGS / REPORTS
	       2 YEARS
	           PAPER

	SO- 18
	APPOINTMENT BOOKS (DAILY, WEEKLY, MONTHLY & ANNUAL)
	               UNTIL NO LONGER OF ADMIN VALUE (NO RC3 REQUIRED)
	           PAPER

	SO- 19
	MANUALS, HANDBOOKS AND DIRECTIVES
	        UNTIL SUPERSEDED, OBSOLETE OR REPLACED (NO RC-3 REQUIRED)
	           PAPER

	SO- 20
	FALSE ALARM REPORTS
	       2 YEARS
	           PAPER

	SO-21
	DRUG TASK FORCE REPORTS
	      10 YEARS
	           PAPER

	S0-22
	DRUG TASK FORCE REPORTS
	      10 YEARS
	        ELECTRONIC
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6.  	Records Disposal (rc3)– Sent To Ohio Historical Society
Date				Department					Disposal Date
04/05/19			CBCF						06/30/19

RC3 (not sent to OHS due to no longer required RC3’s)
Date				Department					Disposal Date
04/03/19			Health District					04/19/19
04/05/19			DD						05/15/19
04/03/19			Visit Lorain County				06/30/19
04/05/19			CBCF						06/30/19

7.	OTHER
a.	All forms that are to be submitted to the Records Commission can be found at
http://www.loraincounty.us.  Go to Departments, Clerk of Board and left side Records Commission Intake forms needs to be emailed to Records Secretary and approved before boxes taken to Records Center.  Forms updated with OHS new address; RC1, RC2 & RC3
b.	Other

8.	NEW BUSINESS
a.	Certified Public Records/Sunshine Law Training. Register at https://ohioauditor.gov/open/trainings.html
	Friday, May 31 – City of University Heights, John Carroll University
	Friday, June 7 – Cuyahoga County Council, Cleveland
	Monday, June 24 – Perkins Township, Sandusky 
	Monday, July 8, City of Middleburg Hts
b.	LCCS has children adoptive records from Green Acres approximately 1800’s –1950 to include but not limited to index and registers. LCCS became guardian of records in 1994 when home closed.  Looking at donating these records to Lorain County Historical Society
c.	[Effective 4/8/2019] A record that is not a public record under division (A)(1) of this section and that, under law, is permanently retained becomes a public record on the day that is seventy-five years after the day on which the record was created, except for any record protected by the attorney-client privilege, a trial preparation record as defined in this section, a statement prohibiting the release of identifying information signed under section 3107.083 of the Revised Code, a denial of release form filed pursuant to section 3107.46 of the Revised Code, or any record that is exempt from release or disclosure under section 149.433 of the Revised Code. If the record is a birth certificate and a biological parent's name redaction request form has been accepted under section 3107.391 of the Revised Code, the name of that parent shall be redacted from the birth certificate before it is released under this paragraph. If any other section of the Revised Code establishes a time period for disclosure of a record that conflicts with the time period specified in this section, the time period in the other section prevails.
d.	Other

9.	OLD BUSINESS
a.	Alcohol & Drug Addiction Services – still waiting on schedule
b.	Other

10.	CORRESPONDENCE/EMAIL:
	a.	none
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11.	RECORDS CENTER UPDATE - Denise Lindak 

12.	PUBLIC COMMENT

13.	NEXT MEETING
Wednesday, October 9, 2019 at 2 pm

14.	CALL FOR ADJOURNMENT




image1.emf

