AGENDA

RECORDS COMMISSION

April 22, 2009
2:00 P.M. - PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of October 22, 2008
4. New Business

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

Board of Elections:
BOE-DASAP-35-08 thru

Outdated Board of Elections Material


 BOE-DASAP-51-08







Destroy ASAP


BOE-DASAP-01-09 thru

Outdated Board of Elections material

destroy ASAP


 BOE-DASAP-06-09

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

DEPARTMENT


 SCHEDULE NUMBER
DESCRIPTION

RETENTION PERIOD


Auditor;


AUD-129
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
VOIDED Warrants & Payroll Reports & Garnishments

5 years


AUD-147
DATA: copies of master files or databases, application software




Logs, directories, and other records needed to restore a system in




Case of a disaster or inadvertent destruction (12 back up cycles)
2 weeks


Board of Elections:


BOE-G-L&A-1-08 thru







2 years destroy

 
 BOE-G-L&A-6-08
L&A Reports for general election 11/04/08


after 11/04/2010


BOE-G-UB-31-08 thru







retain 22 months


 BOE-G-UB-90-08
Unvoted ballots from the general election 11/04/08

destroy after 9/4/10

BOE-G-UB-01-08 thru







retain 22 months


 BOE-G-UB-30-08

Unvoted ballots from the general election 11/04/08

destroy after 9/4/10


BOE-G-SR-1-08 thru
Signature rosters from general election 11-04-08


retain 6 yrs destroy

 BOE-G-SR-9-08








after 11/04/14


BOE-SIP-1-08

State issue casino petitions 11-04-08



retain 6 ½ yrs












destroy after 5/4/15


BOE-G-VB-1-08 thru
Voted ballots from general election 11-04-08


retain 22 months


 BOE-G-VB-76-08








destroy after 9/4/10


BOE-G-UB-91 thru

Unvoted ballots from general election 11-04-08


retain 22 months 


 BOE-G-UB-112-08







destroy after 9/4/10
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BOE-G-ID-1-08 thru
Absentee Id envelopes from general election 11-04-08

retain 90 days + 10


 BOE-G-ID-48-08







              destroy after 2/14/09


BOE-G-APH-1-08 thru
Alphas sheet from general election 11-04-08


retain 2 years


 BOE-G-APH-2-08







              destroy after 11/4/10


G-AVQ-1-08 thru

Absentee requests from general election 11-04-08


retain 4 years


 G-AVQ-30-08







              destroy after 11/4/12


BOE-G-CT-1-08 thru
Canister tape from general election 11-04-08


retain 22 months 


 BOE-G-CT-13-08







              destroy after 9/4/10


BOE-G-ZCR-1-08 thru
Zero/closing reports from general election 11-04-08

retain 22 months

 
 BOE-G-ZCR-4-08







              destroy after 9/4/10


BOE-REG-1-05 thru
Registration cards from year 2005



retain permanently


 BOE-REG-4-05


BOE-REG-1-06 thru
Registration cards from year 2006



retain permanently


 BOE-REG-5-06


BOE-REG-1-07 thru
Registration cards from year 2007



retain permanently


 BOE-REG-6-07


BOE-CONF-1-07

Confirmation cards from year 207



retain 2 years 











            destroy after 12/31/09


CBCF:

CBCF017
Receipt books






5 years from
audit report date
COMMISSIONERS;
Personnel;


HR/PAY Sumshts
personnel summary sheets and copies of resolutions

7 years


County Administrator;


Comm/CntyAdmin-FlexPlan
flex plan handbook



until superseded 











no longer
admin value

Comm/CntyAdmin-FamMedLeave
    family and medical leave handbook

until superseded











No longer 












Admin value


Maintenance:


Comm-NR

night registers





1 year


Safety/Risk:


Saf-Rsk 14

biometric hand key system operation documents/forms
until superseded

Saf-Rsk 15

biometric hand key correspondence



5 years


Saf-Rsk 16

workers comp bwc data, correspondence, fax sheets





& publications





until superseded

Saf-Rsk 17

Workers comp third party adm data correspondence

until superseded

Saf-Rsk 18

Workers comp managed care organization correspondence




Data & publications/fact sheets



until superseded

Saf-Rsk 19

Workers comp for LC Regional Airport claims

permanent

LCRA-20

LC Regional Airport insurance documents


10  years


Saf-Rsk 21

LC Fixed assets commissioners



1 yr until audited


Saf-Rsk 22

Public Employment Risk Reduction Program (PERPR)

report documents




5 years


Saf-Rsk 23

LC safety council semi annual reports


5 years 


Saf-Rsk 24

Safety Training videos




until superseded

Saf-Rsk 25

Corsa correspondence




3 years
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Saf-Rsk 26

County loss control coordinators associations CLCCA





Correspondence/meeting notices



5 years


Saf-Rsk 27

Public Risk mgmt Association Correspondence

3 years


Saf-Rsk  28

Training materials from seminars hand outs


until superseded

Saf-Rsk 29

Official Bonds





10 yrs after exp


Saf-Rsk 30

Oaths of Office/Elected Officials



10 yrs after

Leaving office

Saf-Rsk 31

Travel request forms




2 years


GOLDEN ACRES:


GA-VJ


Voucher journals





3 years


GA-CRG

Check registers





3 years


GA-JE


Journal entries





3 years


GA-IV


Invoices






3 years


GA-MRC

Medicaid receipts





3 years


GA-RS


copies of resolutions county commissioners


1 year


TAX MAP

ETP-01

Surveys







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


Date

Department



Disposal Date


11/3/08

CBCF




12/31/08


11/10/08
General Health District


12/31/08


11/10/08
Records Center



12/31/08


11/10/08
Office on Aging


12/31/08


11/10/08
Maintenance



12/31/08


11/10/08
Auditor-Personal property

12/31/08


11/12/08
Safety/Risk



12/31/08


11/14/08
Transit




12/31/08

11/18/08
Commissioners receptionist

12/31/08


11/26/08
Domestic Juvenile Intake

12/31/08 (2)

11/26/08
Special Projects



12/31/08

01/06/09
Children & Families Council

1/31/09


01/14/09
LCSWMD



1/31/09

01/14/09
Mental Health



1/31/09

01/23/09
Golden Acres



1/29/09

01/23/09
Office Service



1/31/09

02/04/09
Probate




2/13/09
5. OTHER
a. HB 9 requires all elected officials or their appropriate designees to obtain 3 hours of public records training during each term served. For information and registration go to; http://www.ag.state.oh.us/publicrecords/training.asp
b. other
6. RECORDS CENTER UPDATE - Lynn Wallace-Smith

a. other

7. NEXT MEETING
a. Wednesday, October 28, 2009 at 2 pm

8. CALL FOR ADJOURNMENT








































































