AGENDA

RECORDS COMMISSION

April 9, 2008
2:00 P.M. - PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of October 24, 2007

4. New Business

a.    Application for One-Time Disposal of Obsolete Records (RC1)

Board of Elections;

BOE-DASAP-11-07 thru
Outdated board of election manuals

 BOE-DASAP-12-07

destroy ASAP

BOE-CT-1-07 thru

Canister tapes from primary of 07

BOE-CT-6-07


destroy ASAP

BOE-DASAP-20-07 thru
Outdated board of election manuals

 BOE-DASAP-29-07

destroy ASAP


BOE-DASAP-1-08 thru


 BOE-DASP-12-08
Outdated Board of Elections manual
destroy ASAP

Commissioners/Clerk:

COMM-CLK-

Various copies of correspondence, pay ins,

 OLD/FILES

proclamations, quotes, bios, lists, death 

certificates, expense report, agreement, bond, 

vouchers, calling cards, veterans cemetery 

support, news release, contracts, surveys, 

resolutions and purchase orders

(see attached list) from 1962-1999

b. Approve records destruction/retention forms as submitted by various departments (RC2)

DEPARTMENT


 SCHEDULE NUMBER
DESCRIPTION

RETENTION PERIOD


Auditor


AUD-128
Bookkeeping: Vouchers (including Attorney Fee Vouchers) 
  Pay-In Receipts






5 years


AUD129
Bookkeeping: Recaps, Rejections, Purchase Orders, 
 Monthly Balancing Reports, Posting Sheets (Payables & 
 Receivables), Sign out sheets & Warrant Notifications, Purchase 
 Orders, Daily Encumbrance Reports, OPD Monthly Recap Report,
 OPD Non-Reimbursable Fee Bills, Office Files, Account Transfers, 
 Appropriations, Payroll Cancelled Checks, Treasurer's Daily Records
5 years


AUD-138
Internet: Bank Statements from Internet Access fees & Online 
   Dog Tag Purchases, Balance Sheets to balance against online 
   transactions, Receipts of online transactions, Payins for Internet 
   Access fees (via mail)





5 years


AUD-139
Real Estate/Appraisal: Sales Review/Cards/Parcels/Records; 
   Appraisal Door Hangers





7 years


AUD-140
Bookkeeping: 1099 reporting




7 years

AUD-141
Bookkeeping: financial upgrade records (oracle)


5 years


AUD-142
Transfer: Daily payins (& register receipts)



5 years
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AUD-143
Bookkeeping: New vendors request forms; accounts payable




  Cancelled checks





permanent

AUD-144
Bookkeeping: Election fees, unemployment monthly payouts




  Recorders housing trust fund reimb stop payments issued

10 years


AUD-146
Audit workpapers: county inventory, fixed assets, financial trail



  Work segments, CAFR notes




permanent


Board of Elections:


BOE-RED-1 thru


 BOE-RED 8

redistricting material


permanent


BOE-G-L&A 1-07 thru


 BOE-G-L&A-4-07
L&A reports for 2007 general election
2 years destroy after 11-06-09


BOE-CONF-1-07
Confirmation cards for 2007

2 years destroy after 08-31-09

BOE-SIP-1-07 thru


 BOE-SIP-2-07

State Issue Petitions


6 yrs & 6 months destroy 5/6/2014


BOE-G-AVQ-1-07 thru


 BOE-G-AVQ-5-07
Absentee request


4 years destroy after 11-06-2011


BOE-G-ID-1-07 thru


 BOE-G-ID-9-07
Absentee ID envelopes


destroy ASAP


BOE-G-SR-1-07 thru



 BOE-G-SR-7-07
Signature rosters for 07 general election
6 years destroy after 11-06-2013


BOE-G-PSR-1-07
Provisional signature rosters for 07 gen
6 years destroy after 11-06-2013


BOE-G-PH-1-07
Alphas sheets for 07 general election
2 years destroy after 11-06-2009


BOE-SIP-3-07

State issue petitions for SB16

6 ½ years destroy after 5-6-2014


BOE-P-AVQ-1-07
AV Requests for 07 primary election
4 years destroy after 5-8-2011


BOE-AVD-1-08 thru
Absentee dept ledgers and reports


 BOE-AVD-7-08
 2004; 2006; 2007


permanent


BOE-LGD-1-08 and


 BOE-LGD-2-08
Legal court cases


5 years destroy after 12-31-2013


Budget:

BUDEFT

Electronic fund transfers

10 years


BUDAUDITOR
Auditor correspondence


10 years


BUDPAPRCHG
Paper changes



10 years


BUDVOUCHER
Vouchers



10 years


BUDECHECKS
E-checks



10 years


BUDINDGTVET
Indigent Veterans


permanent
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CBCF:


CBCF2001-6
Resident medical files



permanent*




*revision – changing from 5 years to be stored 

by vendor off site at Community Health Partners


CBCF016
Intake – referral documentation


1 year


CHILDREN SERVICES:


LCCS -08-01
Social Security accounts for children

10 years


LCCS-08-02
Employee travel



1 year


Commissioners/Clerk


COMM-CLK/


warranty deeds, temporary

 WARDETMPRWRLES
right of way, releases

permanent

COMM-CLK/

 TITLEGUAR


title guarantees


permanent


Coroner:

111 2006 Cuyahoga county coroner cases; 
private cases; answering sv. logs


7 years

112 2006 payroll; misc correspondence; pers,

MRDD cases; subregistrar; appropriation; 

budget request; deposits, po’s; mileage; 

petty cash; emh logs & billings; coroner call 

schedules; sec’y calendar


7 years


113

2006 billing; billing ledger 01/01/01-11/14/06
7 years


114

2003 #03-1 thru 03-49



permanent


115

2003 #03-50 thru 03-79



permanent


116

2003 #03-80 thru 03-99



permanent


117

2003 #03-100 thru 03-129


permanent


118

2003 #03-130 thru 03-159


permanent


119

2003 #03-160 thru 03-185 and 2003 stats
permanent


Mental Health:

	2008-01-OT
	Accounts Payable:
	(6 yrs)

	 
	(Retro Reports; PO Recaps; Closed PO’s)

	 
	Receiving  Documents:  (Packing Slips)

	 
	
	
	

	2008-02-OT
	Accounts Payable/Receivable:
	(6 yrs)

	 
	(Monthly Reports; Pay-In reports; appropriations
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	2008-03-OT
	Accounts Receivable; Reports-
	(6 yrs)

	
	Service Funds & Appropriations,
	

	
	Annual: (Monthly Reports; Payin reports
	

	
	Appropriations, Reports-Audit
	

	
	
	
	
	

	2008-04-OT
	Reports-Audit, Fed/State/Internal:
	(6 yrs)

	
	(Fixed Assets)
	
	

	
	Accounts Payable/Receivable:
	

	
	Nord & New Sunrise Properties;
	

	
	Amer Express w/ LorMet CU Info.;
	

	
	Cost Allocation Plans
	
	

	
	
	
	
	

	2008-05-OT
	Reports-Services & Fund
	(6 yrs)

	
	Appropriations, Annual:
	

	
	SSI Open Journal Reports; Medicaid Cost Reports,

 Accounts Payable: Agency vouchers
	

	
	
	
	
	

	2008-06-OT
	Accounts Payable: A-C
	
	(6 yrs)

	
	
	
	
	

	2008-07-OT
	Accounts Payable: D-L
	
	 (6 yrs)

	
	
	
	
	

	2008-08-OT
	Accounts Payable: M-S
	
	(6 yrs)

	
	
	
	
	

	2008-09-OT
	Accounts Payable: T-Z
	
	(6 yrs)

	
	Reports-Services & Fund 
	

	
	Appropriations, Annual: Oracle
	

	
	& SSI Balance Reports; Appropriations
	
	

	
	
	
	
	

	2008-10-OT
	Correspondence-Auditor's
	(6 yrs)

	
	Office; Accounts Payable:
	

	
	Balancing Reports; LifeCare
	

	
	Ambulance Reports
	
	

	
	
	
	
	

	2008-11-OT
	Ins Policies-All Claims: Property
	(9 yrs after

	
	Midway Plaza & Lorain locations;
	expiration)

	
	Board Car-2004 Taurus;
	
	

	
	Professional Liability
	
	



Prosecutor:


PROS-GJ-01
Investigative reports – did not present

10 years


PROS-GJ-02
Investigative reports



permanent


PROS-GJ-03
Grand Jury schedules



10 years


PROS-GJ-03
Grand Jury subpoenas



10 years

Transit:


LCT-08-01
Brokerage files – clients



10 years

LCT0613
ODOT/FTA




permanent


LCT0612
Audit Info




permanent


LCT0611
Brokerage Reports



10 years


LCT0610
Clients & Backup



10 years


LCT0609
NTD





permanent


LCT0608
Complaints




10 years


LCT0607
Payment vouchers



10 years


LCT0606
Salesbooks




10 years
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c.  Records Disposal – Sent to Ohio Historical Society as FYI


Date

Department



Disposal Date


12/07/07
Personnel



12/31/07


12/11/07
Purchasing



12/31/07




Transit




12/31/07




Office on Aging


12/31/07




Special Projects



12/31/07




Commissioners Receptionist

12/31/07




Maintenance



12/31/07




Office Services



12/31/07




Budget Department


12/31/07




Board of Revisions


12/31/07




CBCF




12/31/07




Records Center



12/31/07


12/11/07
Commissioners Clerk


12/31/07


12/17/07
Probate Court



01/15/08




Domestic Relations Court Reporter
12/31/07




Common Pleas Judge McGough

12/31/07




Safety Risk



12/31/07




Clerk of Courts bookkeeping

12/31/07




Mental Health



12/31/07




Special projects



12/31/07


12/18/07
Common Pleas Court reporter

12/31/07




Children Services


12/31/07




Domestic Relations Reciprocal files
12/31/07




Domestic Relations dismissed cases
12/31/07


01/07/08
Clerk of Courts



12/31/07




Domestic – Juvenile Probation/intake
12/31/07




General health district


12/31/07


01/18/08
Children Services


12/31/09, 10 & 12




Engineer



02/25/08


01/23/08
Special Projects/Capital Improvements
02/25/08

03/07/08
Domestic Relations/Court Reporter
03/31/08

03/11/08
Probate Court



04/08/08

5. OTHER

1. Report/update from Lynn Wallace, Records Center Director

2. Other

6. NEXT MEETING
a. – Wednesday, October 22, 2008 at 2 p.m.

7. Call for adjournment









































































