October 11, 2017

	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 Lori Kokoski, absent, represented by Theresa Upton
Judy Nedwick, Lorain County Recorder
Craig Snodgrass, Lorain County Auditor, represented by Heidi Folley, Annie Carstarphen & Jessica Rakich
Dennis Will, Lorain County Prosecutor, absent
Tom Orlando, Clerk of Courts, represented by Kate Lenz  

Commissioner Kokoski 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, Children Services-Jessica Basinski & Developmental Disabilities-Greg Westgate

The following business was transacted:

	Motion by Kate Lenz, seconded by Judy Nedwick to approve the minutes as submitted from the April 12, 2017.  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.

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
Prosecutors
PROS-20			Private (PR) cases: cases not presented
				And awaiting further information. 
				Possible future cases			microfilm	permanent
PROS-21			Tax Cases: civil tax cases related
				To foreclosures and land bank		microfilm	permanent

Visitors Bureau (Visit Lorain County)
	VLC-AUD
	audits (fed/state/local)
	3 years upon audit completion
	 paper

	VLC-Agree
	agreements/contracts
	5 years after expire
	 paper

	VLC-BUD
	budgets
	 Permanent
	Paper

	VLC-Corr
	correspondence
	3 years  
	Paper electronic

	VLC-FIN
	financials to included but not ltd to
	 
	 

	 
	banking, payable, purchasing
	 
	 

	 
	receivables, vouchers, travel
	3 years upon audit 
	paper

	VLC-Min
	minutes
	 Permanent
	Paper electronic

	VLC-Res
	resolutions
	permanent
	 paper

	VLC-Law
	Incorporation Records to include 
	 
	 

	 
	articles & bylaws, rules/regs
	permanent
	paper

	VLC-Ntc
	notice of meetings, bulletins
	1 year
	paper

	 
	posters, displays, press/news release
	until no longer adm value
	paper, electronic

	VLC-Met
	meeting info to include agenda
	 
	 

	 
	copies minutes, agenda, documents
	3 years
	paper, electronic

	VLC-Req
	record requests
	3 years
	paper, electronic

	VLC-Ins
	insurance policy
	2 years after expired
	paper

	VLC-Train
	training materials, presentations
	until no longer adm value
	paper, electronic

	VLC-Pers
	personnel files
	10 years after retire/term
	paper

	VLC-rec
	recordings of meetings, etc
	6 mo after approval of minutes
	paper, electronic

	VLC-app
	applications employment
	1 year
	paper

	VLC-lit
	litigation re: claims/court action
	10 years after case closed/exhausted
	paper, electronic

	VLC-log
	log in sheets
	1 year
	paper, electronic

	VLC-input
	surveys/questionnaires
	until no longer adm value
	paper, electronic

	VLC-wc
	workers comp; orc 4123
	10 yrs after last activity
	paper

	VLC-trans
	transient records; email/mail, messages
	until no longer adm value
	paper, electronic

	VLC-dir
	directories, lists, rosters; board, 
	 
	 

	 
	employees, business, schedules
	until superceded
	paper, electronic

	VLC-plan
	disaster plans; case of disaster
	until superceded
	paper, electronic

	VLC-grant
	Grants
	5 years
	paper



Kate Lenz questioned the VLC-Pers – personnel files 10 years. Clerk Upton stated that yes all personnel files are listed as 10 years after retire, fire, etc, they use to be permanent records.
Motion by Judy Nedwick, seconded by Kate Lenz 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)
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6.  	Records Disposal (rc3)– Sent To Ohio Historical Society
Date				Department					Disposal Date
05/11/17			BOE						06/30/17
06/09/17			DD						07/27/17
10/10/17			Treasurer					12/31/17

RC3 (not sent to OHS due to no longer required RC3’s)
Date				Department					Disposal Date
04/27/17			Health Department				05/31/17
04/27/17			Prosecutor					06/30/17
05/11/17			Clerk of Courts					06/30/17
05/11/17			Prosecutor					06/30/17
06/01/17			Health Department				06/19/17
06/09/17			Coroner					06/30/17

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 http://ohioauditor.gov/trainings/publicrecords/
	10/13/17 – 10 am – 1:15 pm., Tri County ESC, 741 Winkler Dr., Wooster, 44691
b.	HB139 – Could revise RC 149.43 to make certain records that weren’t public (like adoptions, juvenile) public after passage of 100 years
	Kate Lenz said nothing has moved on this bill since early spring. This bill would actually make revision to Ohio public records laws even if an item is not public records i.e., adoption information, juvenile court records but after the passage of 100 years it would automatically become public. She stated there seems to be broad support for it but not sure what priority it is in the general assembly.
	c.	Local government records manual – CARMA is finishing up the new draft
		Denise Lindak said she they are still editing
d.	Updated designee forms still needed; Children & Family Council and Purchasing
e.	Working with Workforce Development Agency on retention schedule. So hope that would be all 52 departments. Denise Lindak asked about Domestic.  Clerk said they usually go with Rule 26 have been trying to get them on a schedule same with Common Pleas
f.	other

9.	OLD BUSINESS
a.	Developmental Disabilities – still working on a schedule for electronic records
	Greg Westgate said they are still reviewing this and asked about specific language within contracts. Clerk stated you do not want to be specific under a retention, plus all agreements/contracts are 8 years after expiration. Kate Lenz said the record series should encompass all your contracts and they could be detailed more on an intake form and it could cause more issues with a request to try to find something.  Kate Lenz said in the Clerk of Courts office there are some records that actually reference a record retention by the Register BMV and this is referenced on their schedule. Greg Westgate said then a state agency can be referenced, he will speak with Superintendent Fisher on this.
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b.	Alcohol & Drug Addiction Services – no schedule hope for April 2018 
c.	Clerk Upton asked to go back to the RC2’s, Visitors Bureau. She noticed that the VLC-Agree – agreements/contracts should be 8 years after expired, not 5 as they had listed.

	Motion by Judy Nedwick, seconded by Kate Lenz to amend previous motion to approve the above the  RC2’s listed above with a correction to Visitors Bureau on VLC-Agree – agreements/contracts will be 8 years after expired, not 5 as they had listed.

	VLC-Agree
	agreements/contracts
	8 years after expire
	 paper



	Upon roll call the vote taken resulted as; Ayes: all.
Motion carried.			_______________(discussion was held on the above)

d.	Other

10.	CORRESPONDENCE/EMAIL
	a. 	other

11.	RECORDS CENTER UPDATE - Denise Lindak did not have anything

12.	PUBLIC COMMENT - none

13.	NEXT MEETING
Wednesday, April 11, 2018 at 2 pm
Wednesday, October 10, 2018 at 2 pm

14.	CALL FOR ADJOURNMENT

With nothing further before the Commission, Motion by Kate Lenz, seconded by Judy Nedwick
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

