AGENDA

RECORDS COMMISSION

April 13, 2005

2:00 P.M. - PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of November 17, 2004

4. New Business

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

Lorain County 9-1-1

91-3 Telecommunications logs 1/2003 to 3/2003

91-14


Ani/Ali inquiry forms 1/2003 to 10/01/2004

Lorain County Commissioners


05-GB-1

Dr. Greg Ballard’s Misc. Correspondence from 2000 thru 2001 (Box 1)

05-GB-2

Dr. Greg Ballard’s Misc. Correspondence from 2000 thru 2001 (Box 2)

Lorain County Adult Probation

AP01-2005

Lab forms for ISP clients, field notes and tax diversion paperwork

1994 through present

Lorain County Board of Elections

BOE-01-05 thru

 BOE 07-05

Absentee id envelopes form 11/04 general elections

BOE-08-05 thru

 BOE-11-05

Duplicate registration cards past retention date

Lorain County Prosecutor’s Office

PROS – 07/2005
Old Criminal files originals all have been scanned/filmed




1989-1991 A-Z (microfilm to be retained permanently)

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

Lorain County Auditor

01 – 02

Misc. PPT Files




Retention period – 5 years

03-04 & 06
Misc. Public Utility files



Retention period – permanent

05, 07-16
Misc PPT Files




Retention period – 5 years

180-182
2003 
Dog License apps




Retention period – 5 years

183

2004 Cig License/Internet dog 03


Retention period – 5 years

184 personal property, lien releases 2002 refunds,

BOR letters




Retention period – 5 years


Lorain County Board of Elections


AV-G-04-1 thru


 AV-G-04-8
Absentee request forms



Retention period – 4 years


BOE-05-01 thru

 
 BOE –05-18
Used ballot cards from 2004 general elections
Retention period – 22 months


ESR-G-02-1 thru


 ESR-G-02-4
Signature rosters for general election 11/5/02 Elyria
Retention period – 6 years


LSR-G-02-1 thru


 LSR-G-02-4
Signature rosters for general election 11/5/02 Lorain
Retention period – 6 years
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Lorain County Children & Families Council

2005-79 –

 2005-82
referral documents (alphabetical filed)


Retention period – permanent

Lorain County Commissioners

Acting Clerk

04-AC-1 –
Acting Clerk correspondence and copies of resolutions pertaining to that

 04-AC-5
issue/department for January – December 2002
Retention period – 2 years

Safety/Risk

05-SR-1

Motor vehicle reports



Retention period – 10 years

05-SR-2

Inventory records




Retention period – 10 years

05-SR-3

Insurance records




Retention period – 10 years

Lorain County Children Services

FCB-01

Closed foster home records


Retention period – 5 years

Lorain County Health Department

2004-51 –

 2004-52

Food Serv Facility plans (EH Box 9 & 10)

Retention period – 7 years

2004-53 –

 2004-79

WIC – Client files (alphabetical order)

Retention period – 5 years

2004-80

WIC Client files A-Z ineligibles


Retention period – 5 years

2004-81 – 

 2004-82

Food Service Facility plans (EH Box 8 & 12)
Retention period – 7 years

2004-83

BFI Correspondence



Retention period – 7 years

2004-84 Sewer correspondence (N. Ridgeville, Sheffield Twp

Sheffield Village & Avon)



Retention period – 7 years


Lorain County Office on Aging


NE001

Client files




Retention period – 10 years


NE002

Emergency food lists



Retention period – 10 years


NE003

Reports & Statistics



Retention period – 10 years


NE004

Receipts





Retention period – 10 years

c.   Certificate of Records Disposal – Sent to Ohio Historical Society as FYI (RC3)


Date

Department



Disposal Date


(Following were all approved on November 17, 2004)


01/05/05
Commissioner Ross


01/15/05


01/05/05
Prosecutors



01/15/05


03/24/05
Board of Elections


06/30/05


03/17/05
Children Services


01/01/10

5. OTHER

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

6. NEXT MEETING

Wednesday, October 19, 2005 at 2 p.m.

7. Call for adjournment

