October 10, 2018

	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 Ted Kalo, absent, represented by Theresa Upton
Judy Nedwick, Lorain County Recorder
Craig Snodgrass, Lorain County Auditor, represented by Annie Carstarphen 
Dennis Will, Lorain County Prosecutor, represented by Jerry Innes
Tom Orlando, Clerk of Courts, represented by Kate Lenz  

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

Others in attendance: Records Center- Denise Lindak, Community Development-Rosie Williams, Auditors Office – Lillie Brand,  Tim Cochey, Alex DeMarco, JFS-Jennifer Key – Developmental Disabilities- Michele Bartow & Greg Westgate and Probate Court - Carol Cozart

The following business was transacted:

	Motion by Kate Lenz, seconded by Judy Nedwick to approve the minutes as submitted from the April 11, 2018.  Upon roll call; Ayes: all.
	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.1

a.	Application for One-Time Disposal of Obsolete Records (RC1)  
There were none 

b.	Approve records destruction/retention forms as submitted by various departments (RC2)
DEPARTMENT
SCHEDULE
NUMBER			DESCRIPTION			MEDIA	RETENTION PERIOD
AUDITOR
	AUD-113
	Transfer Slips(Conveyance Fee Forms)
	3 years
	Paper

	AUD-113
	Change To:
Transfer Slips(Conveyance Fee Forms)
	 permanent until filmed
	Microfilm



AUD-016	application for deduction for destroyed property		6 years		paper/electronic
CHANGE TO:
AUD-016	application for deduction for destroyed property		3 years		paper/electronic

AUD-022	apportionment sheets					5 years		paper/electronic
CHANGE TO:
AUD-022	apportionment sheets					3 years		paper/electronic

AUD-024	real estate appraisals new construction records		6 years		paper/electronic
CHANGE TO:
AUD-024	real estate appraisals new construction records		3 years		paper/electronic
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AUD-077	reappraisements (appraisal cards, property record 	7 years
Cards, grid cards					after date filing	paper/electronic
CHANGE TO:
AUD-077	reappraisements (appraisal cards, property record 	3 years
Cards, grid cards					after date filing	paper/electronic

AUD-139	real estate appraisal sales review forms/property record
Cards/appraisal door hangers				7 years		paper/electronic
CHANGE TO:
AUD-139	real estate appraisal sales review forms/property record
Cards/appraisal door hangers				3 years		paper/electronic

AUD-145	appraisal/new construction: building permits		4 years		paper/electronic
CHANGE TO:
AUD-145	appraisal/new construction: building permits		3 years		paper/electronic

Commissioners/Clerk
All cassette tapes contain recording of meetings for: 10/24/017 updated RC2
Comm-Clerk/Tapes-BOC	Board of Commissioners		audio tapes	change from 5 to 2 yrs
Comm-Clerk/Tapes-RC		Records Commission			audio tapes	change from 5 to 2 yrs
Comm-Clerk/Tapes-IAC	Investment Advisory			audio tapes	change from 5 to 2 yrs
Comm-Clerk/Tapes-TID	Transportation Improvement District	audio tapes	change from 5 to 2 yrs

Landbank
	LCRC-MIN
	minutes
	permanent
	paper

	LCRC-RES
	resolutions
	permanent
	paper

	LCRC-CORR
	correspondence
	5 years
	multi

	LCRC-PUB
	publications; news releases
	3 years
	multi

	LCRC-AGREE
	agreements/contracts/mous
	              8 yrs after expire
	multi

	LCRC-EASE
	easements
	permanent
	paper

	LCRC-GRANT
	grants
	        7 yrs upon audit
	paper

	LCRC-LIST
	rosters; members
	            until superseded
	mutli

	LCRC-REG
	regulations, bylaws
	         until superseded
	multi

	 LCRC-MET
	 meeting info to include agenda copies minutes, agenda, documents
	3 years
	multi

	LCRC-bud
	budgets
	permanent
	paper

	LCRC-aud
	meeting tapes
	2 years
	tapes
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Stormwater District
	SD-MIN
	minutes
	permanent
	paper

	SD-RES
	resolutions
	permanent
	paper

	SD-CORR
	correspondence
	5 years
	multi

	SD-PUB
	publications; news releases
	3 years
	multi

	SD-AGREE
	agreements/contracts/mous
	    8 yrs after expire
	paper

	SD-EASE
	easements
	permanent
	paper

	SD-GRANT
	grants
	        7 yrs upon audit
	paper

	SD-LIST
	rosters; members
	            until superseded
	paper

	SD-REG
	regulations, bylaws
	         until superseded
	paper

	 SD-MET
	Meeting info into include agenda, copies minutes, agenda, documents
	3 years
	multi

	SD-budget
	budgets
	permanent
	paper

	SD-PERM
	permits
	5 years
	paper

	SD-PLAN
	storm water management plan
	until superseded
	paper

	SD-RPT
	reports
	5 years until audit
	multi

	SD-AUDIO
	tapes
	2 years
	tapes



STORMWATER ADVISORY (SWAC)
	SWAC-MIN
	minutes
	permanent
	paper

	SWAC-RES
	resolutions
	permanent
	paper

	SWAC-CORR
	correspondence
	5 years
	multi

	SWAC-PUB
	publications; news releases
	3 years
	multi

	SWAC-AGREE
	agreements/contracts/mous
	              8 yrs after expire
	multi

	SWAC-EASE
	easements
	permanent
	paper

	SWAC-GRANT
	grants
	        7 yrs upon audit
	paper

	SWAC-LIST
	rosters; members
	            until superseded
	multi

	SWAC-REG
	regulations, bylaws
	         until superseded
	multi

	 SWAC-MEET
	meeting info to include agenda copies minutes, agenda, documents
	3 years
	multi

	SWAC-PERM
	permits/applications
	5 years
	paper

	SWAC-PLAN
	plans, training
	until superseded
	paper

	SWAC-RPT
	reports
	5 years until audit
	multi

	SWAC-AUDIO
	tapes
	2 years
	tapes

	SWAC-FIN
	financials; vouchers, bookkeeping, travel, requisitions, appropriations, transfers
	5 years until audit
	multi

	SWAC-PERS
	personnel files
	10 years after employment
	multi



TRANSPORTATION IMPROVEMENT DISTRICT
	TID-MIN
	minutes
	permanent
	paper

	TID-RES
	resolutions
	permanent
	paper

	TID-CORR
	correspondence
	5 years
	multi

	TID-PUB
	publications; news releases
	3 years
	multi

	TID-AGREE
	agreements/contracts/mous
	              8 yrs after expire
	paper

	TID-EASE
	easements
	permanent
	paper

	TID-GRANT
	grants
	        7 yrs upon audit
	paper

	TID-LIST
	rosters; members
	            until superseded
	multi

	TID-REG
	regulations, bylaws
	         until superseded
	multi

	TID-MET
	 meeting info to include agenda copies minutes, agenda, documents
	3 years
	paper

	TID-RES
	resolutions
	permanent
	paper

	TID-bud
	budgets
	permanent
	paper

	TID-aud
	meeting audio tapes
	2 years
	tapes



PORT AUTHORITY
	Port-Aud
	audits (fed/state/local)
	3 years upon audit
	paper

	Port-Ag
	agreements/contracts
	8 years after expire
	paper

	Port-Bud
	budgets
	permanent
	paper

	Port-Bond
	bonds/notes
	20 years after called
	paper

	Port-Corr
	correspondence
	3 years  
	multi

	Port-Fin
	financials to included but not ltd to banking, payable, purchasing, receivables, vouchers, travel
	3 years upon audit
	multi

	Port-Plan
	plan, update as necessary
	until superseded
	paper

	Port-Grant
	grants; applications/awards
	7 years upon audit
	paper

	 Port-Law
	Incorporation Records to include articles & bylaws, rules/regs
	permanent
	paper

	Port-Min
	minutes
	permanent
	paper

	Port-Ntc
	notice of meetings, bulletins posters, displays, press/news release
	3 years until no longer adm value
	multi

	 Port-Met
	meeting info to include agenda copies minutes, agenda, documents
	3 years
	mutli

	Port-Res
	resolutions
	permanent
	paper

	Port-Req
	record requests
	3 years
	multi

	Port-Ins
	insurance policy
	2 years after expired
	paper

	Port-Train
	training materials, presentations
	until superseded
	multi



WORKFORCE DEVELOPMENT

	WDA-01
	Agreements/Contracts
	8 Years, after Expire
	Paper/Electronic

	WDA-02
	Applications for Employment
	1 Year 
	Paper 

	WDA-03
	Correspondence
	2 Years 
	Paper/Electronic

	WDA-04
	Enrolled Participant Files
	5 Years, after Exit
	Paper

	WDA-05
	Financial Records
	3 Years, provided audited
	Paper

	WDA-06
	Incomplete Participant Files
	1 Year 
	Paper

	WDA-07
	Meeting Materials, including agenda, minutes
	Permanent
	Paper/Electronic

	WDA-08
	Personnel Files
	10 Years, after Retire/Term
	Paper

	WDA-09
	Program Monitoring Reports
	3 Years
	Paper/Electronic

	WDA-10
	Random Moment Samples
	3 Years, provided audited
	Paper/Electronic



DEVELOPMENTAL DISABILITIES
	DD-10.01
	TRANSIENT MATERIALS
Documents include, but are not limited to telephone messages, some emails, drafts and other documents, which serve to convey information of a temporary value, have a very short lived administrative, legal and/or fiscal value.
	Until no longer of administrative value
	Multiple

	DD-10.02
	RECORDS RETENTION DOCUMENTATION
Records documenting agency records retention. Documents include, but are not limited to the Records Retention Schedule and Certificate of Records Destruction.
	7 years
	Multiple

	DD-10.03
	LCBDD BOARD MINUTES 
Minutes of the Lorain County Board of Developmental Disabilities showing members present, and a record of personnel appointments, resignations, and terminations, review of grant proposals, approval of contracts for services with public agencies, and agency and financial reports.  ORC 5126.02
	Permanent
	Multiple

	DD-10.04
	ANNUAL BOARD REPORTS 
Board’s reports of program, policies, budgets, etc.
	6 years after audit
	Multiple

	DD-10.05
	BOARD PROGRAM CALENDARS
Calendars for each major program operated by board indicating compliance with the 180 day statutory requirement for school operation, holidays, etc. 
	3 months after audit
	Multiple

	DD-10.06
	HIPAA Documentation
Documentation of HIPAA security policies and procedures and the records of required actions, activities or assessments.
45 CFR § 164.316
Documentation of HIPAA Privacy and Breach Notification policies and procedures and the records of required communications, actions, activities, and designations.
45 CFR § 164.530
	6 years from the date of creation or the date when it last was in effect, whichever is later
	Multiple

	DD-10.07
	OFFICE FILES
Correspondence relating to the actions and activities of the specific office.
	5 years
	Multiple

	DD-10.50
	PUBLICATIONS
Newsletters, brochures, manuals, and policy documents.
	Until obsolete or superseded
	Multiple

	DD-10.51
	COMMUNICATIONS/PUBLIC RELATIONS FILES
Documents include, but are not limited to volunteer records, calendars, radio scripts, quotes, correspondence, and community information on fairs and parades.
	5 years
	Multiple

	DD-10.90
	INVENTORY OF COUNTY AGENCY PROPERTY
Documents include, but are not limited to documentation of transfers, dispositions, donations and annual checklists.
	3 years after audit is complete
	Multiple

	DD-11.01
	PAYROLL CALCULATIONS/ WORKSHEETS
Backup documentation for changes or edits to payroll records.
	3 years after audit is complete
	Multiple

	DD-11.02
	PAYROLL TIME SHEETS
Employee time sheets and supporting documentation.
	3 years after audit is complete
	Multiple

	DD-11.03
	PAYROLL ATTENDANCE DOCUMENTATION
Time-off requests and supporting documentation. 
	3 years after audit is complete
	Multiple

	DD-11.04
	PAYROLL FRINGE BENEFIT DOCUMENTATION
Documentation related to the payment or taxing of fringe benefits.
	4 years after payment
	Multiple

	DD-11.05
	PAYROLL SUPPLEMENTAL CONTRACT DOCUMENTATION
Documentation of payroll expenditures attributed to supplemental contacts. 
ORC 4123.24
	6 years after payment
	Multiple

	DD-11.06
	PAYROLL WORKERS COMPENSATION 
Documentation relating to workers’ compensation claims. 
ORC 4123.52; Confidential ORC 4123.88(B)
	5 years after payment
	Multiple

	DD-12.00
	HR EMPLOYEE FILES
Documentation pertaining to hiring, promotion, demotion, transfer, administrative actions, position descriptions, benefit documents. 
	10 years after termination
	Multiple

	DD-12.01
	HR EMPLOYEE MEDICAL FILES
Documents include, but are not limited to records of physical examinations, TB tests, FMLA documentation, accident reports and other medical related data.
ORC 4123.52
	10 years after termination
	Multiple

	DD-12.02
	HR EMPLOYMENT APPLICATIONS (not hired)
Applications for positions with the board.
	1 year
	Multiple

	DD-12.03
	HR SENORITY REPORTS
List of bargaining unit employees with seniority dates by employment category.
	3 years
	Multiple

	DD-12.04
	HR CURRENT VACANCY REPORTS
List of current vacancies with job descriptions.
	5 years
	Multiple

	DD-12.05
	HR ANNUAL TRAINING RECORDS
Attendance records for MUI and universal precautions training.
	5 years
	Multiple

	DD-12.06
	HR BOARD REPORTS
List of staff changes including new hires, terminations and transfers.
	1 year
	Multiple

	DD-12.07
	HR PROBATIONARY REPORTS
List of probationary employees with their probationary status.
	1 year
	Multiple

	DD-12.08
	HR FTA DRUG & ALCOHOL RECORDS
Subpart P of 49 CFR Part 40 & 655.71 164.316
	5 years
	Multiple

	DD-14.00
	MAJOR UNSUAL INCIDENTS
Documentation and investigation of incidents involving clients.  Documents include, but are not limited to witness statements, incident reports, pictures, UI logs from providers, after-hours reports/logs, police reports, correspondence and information collected from all agency and independent providers regarding Stakeholders, Semi and Annual Analysis of MUIs, and Trainings given. Confidential ORC 5123.61
	7 years after the incident or after litigation is complete; whichever is longer
	Multiple

	DD-20.00
	COST REPORT
Cost Report and backup documentation. 
OAC 5123: 4-01
	7 years from date of payment, or 6 years after audit is complete; whichever is longer.
	Multiple

	DD-20.01
	VOUCHERS
LCBDD vouchers with backup documentation. 
OAC 5123: 4-01
	20 years from date of payment, or 6 years after audit is complete; whichever is longer.
	Multiple

	DD-20.02
	ANNUAL BUDGETS
Board’s copy of the total annual budget for all departments.
	6 years after audit
	Multiple

	DD-20.03
	AUDIT REPORTS
State examiner’s report of the fiscal operations of the board.
	6 years after audit
	Multiple

	DD-20.04
	INSURANCE POLICIES
Insurance policies owned by the board.
	2 years after expiration or when all claims have been settled
	Multiple

	DD-20.05
	GRANT RECORDS
Contains copies of application approval, financial, statistical, documentation. 
OAC 5123:4-01
	7 years from date of payment, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-20.06
	ACCOUNTS RECEIVABLE RECORDS
Documents include, but are not limited to pay-in slips, statements, receipts, billing of service invoices and other backup documentation. 
OAC 5123:4-01
	7 years from date of payment, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-20.07
	CONTRACTS-SERVICE & LEGAL BIDS
Service contracts and legal bids with backup documentation. 
	8 years after expiration of contract
	Multiple

	DD-20.08
	CONTRACTS-PROVIDER
Provider contracts 
	8 years after expiration of contract
	Multiple

	DD-20.09
	MONTHLY RECONCILIATIONS
Monthly reconciliations, benefit breakdowns, NEON 
	7 years from date of service delivery, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-25.00
	FAMILY SUPPORT RECORDS
Documents include, but are not limited to participant eligibility forms, subsidy and service certifications, invoices and vouchers
	1 year from date of payment, or 1 year after audit is complete; whichever is longer
	Multiple

	DD-30.00
	BILLING SERVICE DELIVERY RECORDS
Records of services delivered to program participants. May include PT, OT, TCM, Service Coordination and supporting documentation. 
OAC 5123:4-01
	7 years from date of service delivery, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-30.01
	BILLING ATTENDANCE RECORDS 
Documentation of consumer’s attendance. May include supporting documentation. 
OAC 5123:4-01
	7 years from date of attendance, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-30.02
	BILLING TRANSPORTATION RECORDS
Documentation of consumer’s transportation.  May include supporting documentation. OAC 5123:4-01
	7 years from date of transportation, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-30.03
	BILLING CONTRACTS
Records related to Intermediate Care Facility and residential contracts. May include supporting documentation.  
OAC 5160-3-20 (J)
	7 years after cost report is filed, or 6 years after all appeal rights relating to the Ohio department of medicaid audit report are exhausted; whichever is longer
	Multiple

	DD-30.04
	BILLING TITLE XX
Title XX grant and renewal applications, grant documentation, records of Title XX services delivered to and billed for program participants.  May include supporting documentation.
OAC 5123:4-01; 2 CFR 200.333; Per Contract
	7 years from date of service, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-30.10
	BILLING RESIDENTIAL ACCOUNTS
Resident files containing financial statements, Social Security statements and supporting documentation.
OAC 5123:4-01
	7 years from date of service, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-30.11
	BILLING MEISTER ROAD FACILITY COST REPORT
Records related to Cost Report filings associated with the ICF/IID (Intermediate Care Facility/Individual with Intellectual Disabilities) Meister Road facility including revenue and expense recaps. 
OAC 5123:7-12
	7 years after cost report is filed, or 6 years after all appeal rights relating to the Ohio department of medicaid audit report are exhausted; whichever is longer
	Multiple

	DD-30.12
	MEDICAID ADMINISTRATIVE CLAIMING/RANDOM MOMENT TIME STUDY PROGRAM 
Documents include, but are not limited to participation lists, revenues received, emails and supporting documentation related to Medicaid Administrative Claiming (MAC) / Radom Moment Time Study Program.
OAC 5123:4-01
	7 years from date of moment, or 6 years after audit is complete; whichever is longer
	Multiple

	DD-40.00
	SCHOOL STUDENT FILES
Documents include, but are not limited to student achievements, evaluations, test scores, names, date of birth, parents name, etc.
34 CFR § 300.624
	After student’s age is 27 & an attempt was made to inform parent/guardian of record destruction.
	Multiple

	DD-40.01
	SCHOOL NATIONAL SCHOOL LUNCH PROGRAM
Tabulation of meals served and ordered for lunch programs. Includes records pertaining to participation in the National School Lunch Program  
7 CFR § 210.23 (c), 7 CFR § 210.9 (b)(17), Board Policy 7.18
	3 years after claim for reimbursement or 3 years after audit; whichever is longer
	Multiple

	DD-40.02
	SCHOOL T1 REPORT
T1 Report and supporting documentation.  
ORC 3317.31
	5 years
	Multiple

	DD-45.01
	EARLY INTERVENTION FILES
Case files including assessments, compliance, documentation, IFSP’s and medical information.
	6 years after discharge & parent/guardian informed of record destruction
	Multiple

	DD-50.00
	ADULT SERVICES CONSUMER FILES-CURRENT
Documentation of services provided to individuals enrolled in LCBDD Adult Day Program.  Documents include, but are not limited to information sheets, acknowledgment receipts, Media Release, Transportation Waivers, consents, BWC Waiver Form, Rights of Persons with Mental Retardation form, assessments, Transfer Summary Form, Transition Interview/Transfer Summary (MRS), checklists, QA Summary, Discontinuation of Services Form, referrals, Consumer Profile, authorization requests, Service Provider Response Form, surveys and correspondence.
	Until superseded or obsolete
	Multiple

	DD-50.01
	ADULT SERVICES CONSUMER FILES-TERMINATED
Documentation of services provided to individuals terminated from the LCBDD Adult Day Program.  Documents include, but are not limited to birth certificate, social security card, medical examinations, contact summaries, intake, disability determination verification, referrals, therapy reports and evaluations.
	7 years after termination date or 5 years after death
	Multiple

	DD-50.02
	ADULT SERVICES CONSUMER FILES-AUDIT
Adult Service case records documents that are subject to audit.  Documents include, but are not limited to Training Sheets and Day Program Plans.  OAC 5123:2-1-02(L)(2)
	7 years after document date or 6 years after audit is complete; whichever is longer
	Multiple

	DD-50.03
	ADULT SERVICES UNUSUAL INCIDENT REPORTS
Unusual Incident reports of individuals enrolled in LCBDD Adult Day Program.
	5 years after the incident or 3 years after litigation is complete; whichever is longer
	Multiple

	DD-55.01
	SUPPORTED EMPLOYMENT-EMPLOYMENT 1ST BILLING
Documentation of Employment 1st billing.   
OAC 5123:4-01
	7 years after billing date or 6 years after audit is complete; whichever is longer
	Multiple

	DD-60.01
	SERVICE & SUPPORT ADMINISTRATION FILES 
Documents include, but are not limited to identifying information, personal data, financial data, assessments, MUI Summary reports, ISPs, behavior and service coordination documentation. 
OAC 5123:2-1-11
	13 years after last casenote or 6 years after audit is complete; whichever is longer
	Multiple

	DD-60.02
	SERVICE & SUPPORT ADMINISTRATION FILES-TERMINATED
Documents include, but are not limited to Intake and TCM documentation.
	7 years after death or 6 years after audit is complete; whichever is longer
	Multiple

	DD-60.03
	SERVICE & SUPPORT ADMINISTRATION WAITING LIST 
Documents include, but are not limited to assessments, annual Letters, applications, annual letter responses and removal documentation.
	After death
	Multiple

	DD-60.04
	SERVICE & SUPPORT ADMINISTRATION RENTAL ASSISTANCE PROGRAM
Including, but not limited to, income and expense documentation of the recipient of the rental assistance, documentation of rents paid and verification of inspection of housing conducted by the Board of the individual’s residence.
Per Contract
	3 years after termination of agreement
	Multiple

	DD-70.01
	RESIDENTIAL-RESIDENT FILES 
Individual resident records; Includes service, medical, and financial information. 
OAC 5123:2-7-02
	7 years from date of service or 6 years after audit is complete; whichever is longer
	Multiple

	DD-80.00
	NURSING
Documentation of nursing services. Documents include, but are not limited to physician’s orders, prescriptions, evaluations, communications, health alerts, nursing notes, Medication Administration Records, Treatment Administration Records, delegation forms, and general operational office files.
OAC 5123:4-01
	7 years from date of service delivery, or 6 years after audit is complete; whichever is longer
	Multiple



PROBATE
PROB-23		Conservatorship case files			paper		until microfilmed
PROB-23 (D)		Conservatorship case files			microfilm	permanent

Kate Lenz asked about the WDA RC2 if employee files included youth. Clerk Upton stated she did not think so. Jennifer Key, former WDA employee now at JFS said no the youth are considered under contracts.
Motion by Annie Croft, seconded by Jerry Innes to approve the above the  RC2’s listed above. Upon roll call the vote taken resulted as; Ayes: all.
Motion carried.			_______________(discussion was held on the above)

6.  	Records Disposal (rc3)– Sent To Ohio Historical Society
Date				Department					Disposal Date
04/24/18			Developmental Disabilities			06/30/18
09/11/18			Commissioners Clerk				12/31/18
10/05/18			Sheriff						12/31/18
10/10/18			Probate						12/31/18

RC3 (not sent to OHS due to no longer required RC3’s)
Date				Department					Disposal Date
04/20/18			Health Department				06/30/18
10/10/18			Probate						12/31/18
10/10/18			Health District					11/09/18

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 – none

8.	NEW BUSINESS
a.	Certified Public Records/Sunshine Law Training
*	November 16 at LCCC – sponsored by Community Alliance – Certified Public records Training, Robert Rules of Order & Public Records Retention
Register at https://www.eventbrite.com/e/certified-public-records-training-tickets-49437541016?aff=ebapi#tickets
· December 11, Columbus - Attorney General Training
Sunshine Law Training - http://www.ohioattorneygeneral.gov/Legal/Sunshine-Laws
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b.	09/14/18 - HB 728 PUBLIC RECORDS (ROEGNER, K.) To include emergency service telecommunicators as individuals whose residential and familial information is exempt from disclosure under the Public Records Law, and whose addresses public offices, upon request, must redact from records available to the general public on the internet. 
Kate Lenz said there could be more exemptions coming as well
c.	Documents sent for destruction to the records center SHOULD NOT have binders/clips
Denise Lindak stated that small paper clips are ok
	d.	Update on computer system for Clerk Courts, Courts, Prosecutor (record storage)
	Kate Lenz and Jerry Innes said this is still be working on
e.	10/10/18 Electronic Records Day; more info at https://www.statearchivists.org/

9.	OLD BUSINESS
a.	Alcohol & Drug Addiction Services – still waiting on schedule
b.	REMINDER – RC3 needs to be filed with Records Commission Clerk before any destruction takes place
c.	All RC1, RC2 & RC3 need to be emailed to Records Clerk Upton at tupton@loraincounty.us and original signature mailed from your designee of department.
d.	Other

	
10.	CORRESPONDENCE/EMAIL - None

11.	RECORDS CENTER UPDATE – 
Denise Lindak said the upcoming destruction day is July 1, 2018. She is also meeting with Gateway Recycling because shredding companies are increasing their prices and knows other departments do go elsewhere


12.	PUBLIC COMMENT 
	Jennifer Key, Job & Family said they would like to work on a retention, all their files are scanned. Clerk Upton said ok

	Jerry Innes, Prosecutors Office said that they now have a victim advocate dog and joking said if the files are gone, they can really say the dog ate them.


13.	NEXT MEETING
Wednesday, April 10, 2019 at 2 pm
Wednesday, October 9, 2019 at 2 pm

14.	CALL FOR ADJOURNMENT
With nothing further before the Commission, Motion by Jerry Innes, seconded by Kate Lenz 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, Clerk

