AGENDA

RECORDS COMMISSION

June 27, 2006

10:00 A.M. - PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of May 3, 2006

4. New Business

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

Commissioners

Clerk;

COMM-CLK-

  MESSAGES/APPOINTMENTS
Phone Message Books

Feb 24, 1997 – April 29, 2003

Appointment Calendars

Jan 1997 – December 2004

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


COUNTY WIDE:

	Schedule Number
	Record Title & Description
	Retention Period

	LORCNTY-01
	TRANSIENT CORRESPONDENCE
	RETAIN UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-02
	UNSOLICITED CORRESPONDENCE./UNSOLICITED MAIL/UNSOLICITED E-MAIL AND SIMILAR UNSOLICITED COMMUNICATIONS
	RETAIN UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-03
	COPIES - READING, INFORMATIONAL AND REFERENCE
	RETAIN UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-04
	DRAFTS, INFORMAL NOTES, REMINDER NOTES, VIDEOS IN PROGRESS, OUT TAKES, NOT USED FOOTAGE, BLOOPERS, ETC.
	RETAIN UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)



	LORCNTY-05
	BULLETINS, POSTERS, GENERAL NOTICES AND DISPLAYS
	RETAIN UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-06
	BLANK FORMS
	RETAIN UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-07
	AWARDS, NEWSPAPER ARTICLES & CLIPPINGS
	25 YEARS AND NO LONGER OF A HISTORICAL VALUE

	LORCNTY-08
	ELECTRONIC MAIL (E-MAIL)
	RETAIN E-MAIL THAT HAS A SIGNIFICANT ADMINISTRATIVE, FISCAL, LEGAL OR HISTORICAL VALUE.  MAINTAIN ACCORDING TO CONTENT (REFER TO R.C. 2 ERASE E-MAIL THAT HAS NO SIGNIFICANT VALUE. (R.C. 3 NOT REQUIRED)

	LORCNTY-09
	EQUIPMENT OPERATING AND MAINTENANCE MANUALS
	UNTIL EQUIPMENT SOLD, SCRAPPED OR NO LONGER THE PROPERTY OF THE COUNTY.  (R.C. 3 NOT REQUIRED)

	LORCNTY-10
	EQUIPMENT MAINTENANCE & REPAIR RECORDS
	1 YEAR AFTER EQUIPMENT SOLD, SCRAPPED OR NO LONGER THE PROPERTY OF THE COUNTY.  (R.C. 3 NOT REQUIRED)

	LORCNTY-11
	COMPUTER GENERATED ADMINISTRATIVE & FISCAL REPORTS (NON-SPECIFIC AND PERIODIC)
	UNTIL NO LONGER OF AN ADMINISTRATIVE OR FISCAL VALUE, THEN DESTROY.  (R.C. 3 NOT REQUIRED)

	LORCNTY-12
	VOICE MAIL, TEXT MESSAGES, CALLER ID LOGS, PAGERS, ACTIVITY LOGS AND RELATED IT ISSUES.
	ERASE OR DELETE WHEN NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-13
	BUSINESS CARDS - ROTARY, ROLODEX AND APPLICABLE SOFTWARE FILES
	UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-14
	PLANNING/SCHEDULING/CALENDAR/TRAINING INFORMATION AND DATA ON: DISPLAY BOARDS, ERASABLE AND DRY-ERASE BOARDS, CHALKBOARDS, EASEL PADS AND ELECTRONIC MEDIA.
	CONTINUALLY UPDATED, REVISED, COMPLETED, SUPERSEDED OR ERASED (RC-3 NOT REQUIRED)

	LORCNTY-15
	HOURLY/DAILY/WEEKLY/MONTHLY AND ANNUAL APPOINTMENT BOOKS, RECORDS, CALENDARS, SCHEDULES, ORGANIZERS AND PLANNERS
	UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-16
	LISTS/ROSTERS/INFORMATIONAL DIRECTORIES CONTAINING EMPLOYEE CONTACT INFORMATION
	CONTINUALLY MAINTAINED, PURGED AND UPDATED.  (R.C. 3 NOT REQUIRED)

	LORCNTY-17
	FACSIMILE LOGS/COVER SHEETS/CONFIRMATION NOTICES AND BUFFER PRINTOUTS
	UNTIL NO LONGER OF ADMINISTRATIVE VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-18
	BACKUP DATA (NOT DUPLICATED) ON DESKTOPS, LAPTOPS AND PDA’S
	RETAIN FOR 2 SYSTEM BACKUP CYCLES THEN DELETE, ERASE OR DESTROY DATA.  REUSE MEDIA IF POSSIBLE (R.C. 3 NOT REQUIRED)

	LORCNTY-19
	ANONYMOUS OR UNFOUNDED COMPLAINTS
	UNTIL NO LONGER OF AN ADMINISTRATIVE OR LEGAL VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-20
	GENERAL PHOTOGRAPHS, NEGATIVE AND ELECTRONIC IMAGES
	RETAIN IMAGES THAT HAVE SIGNIFICANT LEGAL, FISCAL, ADMINISTRATIVE OR HISTORICAL VALUE.  MAINTAIN SIGNIFICANT IMAGES ACCORDING TO CONTENT (REFER TO RC-2).  ERASE IMAGES THAT HAVE NO SIGNIFICANT VALUE (R.C. 3 NOT REQUIRED)

	LORCNTY-21
	MATERIAL SAFETY DATA SHEETS (MSDS)
	UNTIL REVISED, SUPERSEDED OR OBSOLETE.  (RC-3 NOT REQUIRED)

	LORCNTY-22
	PUBLIC RECORDS REQUEST FORMS
	1 YEAR



Prosecutors


1998 1- 51 (1/2)
 Box 33

Civil Cases and opinions
Retention Period – permanent


1998 51-65 (2/2) Box 34
Civil Cases and opinions
Retention Period – permanent



1998 66-100 Box 35

Civil Cases and opinions
Retention Period – permanent






1998 101-150 Box 36

Civil Cases and opinions
Retention Period – permanent


1998 151 – 172 (1/17) Box 37
Civil Cases and opinions
Retention Period – permanent


1998 172 (2/17) thru



    172 (5/17) Box 38

Civil Cases and opinions
Retention Period – permanent


198 172 (6/17) thru



   172 (9/17) Box 39

Civil Cases and opinions
Retention Period – permanent


1998 172 (10/17) thru



  172 (13/17) BOX 40

Civil Cases and opinions
Retention Period – permanent



1998 172 (14/17) thru



  172 (17/17) Box 41

Civil Cases and opinions
Retention Period – permanent



1998 174-208 Box 42

Civil Cases and opinions
Retention Period – permanent



1998 misc a – z box 43

Civil Cases and opinions
Retention Period – permanent
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1997 1-16 Box 25

Civil Cases and opinions
Retention Period – permanent


1997 17-60 Box 26

Civil Cases and opinions
Retention Period – permanent



1997 61- 26 Box 27

Civil Cases and opinions
Retention Period – permanent





1997 121-185 Box 28

Civil Cases and opinions
Retention Period – permanent

1997 186 (1/3)

 thru 186 (3/3) Box 29

Civil Cases and opinions
Retention Period – permanent


1997 186 (7/13)



thru 186 (11/13)
Box 30

Civil Cases and opinions
Retention Period – permanent


1997 186 (12/13)



thru 198 Box 31


Civil Cases and opinions
Retention Period – permanent


1997 Misc Files Box 32

Civil Cases and opinions
Retention Period – permanent

[image: image1.wmf]
5. OTHER

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

6. NEXT MEETING - Wednesday, October 18, 2006 at 2 p.m.

7. Call for adjournment
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