AGENDA

RECORDS COMMISSION

JULY 24, 2002

2:00 P.M.

PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of November 28, 2001

4. New Business

a. Approve records destruction/retention forms as submitted by various departments

Lorain County General Health District

2002-01 thru

2002-36
WIC Client Files



Retention period 5 years

2002-37 thru

2002-38
Early Start travel & activity & stat sheets
Retention period 5 years

2002-39 thru
Early Start expenses and Family stability

2002-40
funds and expenses



Retention period 3 years

2002-41 thru

2002-50
CHC Discharged Clients


Retention period 21 years

2002-51 & 52
Adult Health Clinic discharged charts

Retention period 5 years

2002-53
Flu cash receipts & permission slips

Retention period 3 years

2002-55 thru

2002-56
Flu medicare permission


Retention period 27 years

2002-57
Flu cash permission



Retention period 3 years

2002-58
Immunizations monthly reports


Retention period 21 years

2002-59
Immunizations health dept clinic-children
Retention period 21 years

2002-60 thru
Adult health clinic discharged charts

2002-61
and Immunization permission forms

Retention period 5 years

2002-62
Financial miscell, voucher register po request
Retention period 3 years

2002-63
Financial 2000 payroll



Retention period 5 years

2002-64
Financial payables report


Retention period 3 years

2002-65
Grants IAP & BLT



Retention period 5 years

2002-66
WIC grants & vouchers



Retention period 5 years

2002-67 thru 70
Financial 2000 vouchers, payins mileage

Retention period 3 years

2002-71
Home Health Care 



Retention period 7 years

2002-72 thru

2002-74
Vital statistics




Retention period 5 years

2002-75
Vital statistics application records & tapes
Retention period 3 years

2002-76 thru

2002-88
CHC Discharged charts



Retention period 21 years

2002-89 thru

2002-98
Immunization records 95-00


Retention period 21 years
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Lorain County General Health District cont.

2002-99 & 100
01 flu consent forms



Retention period 21 years

2002-101
school billings 99-00



Retention period5 years

2002-102
budgetary 99-01



Retention period 5 years

Lorain County Mental Health 


02-01

96 medicaid




Retention period 7 years


02-02 & 03
95 medicaid




Retention period 7 years


02-04

96-97 agency & board payments, receipts
Retention period 7 years


02-05

97-98 books & receipts



Retention period 7 years


02-06

99-01 qa reports



Retention period 7 years


02-07

99 binders receipts & family stability

Retention period 7 years


02-08

00 agency & board payments


Retention period 7 years


02-09

93-94 medicaid reports



Retention period 7 years


02-10

94-96 receipts




Retention period 7 years


02-11

97-98 qa annual reports, minutes, notes, plans
Retention period 7 years


02-12

97-98 receipts warrant revenue


Retention period 7 years


02-13

99-00 wraparound and 00 agencies expenses
Retention period 7 years


02-14

94-97 family stability resource allocations
Retention period 7 years


02-15

95-98 agency pos and wraparound

Retention period 7 years


02-16

94-98 medicaid




Retention period 7 years


02-17

96-98 title xx




Retention period 7 years


02-18

93-95 receipts expenses/revenues

Retention period 7 years


02-19

94-95
medicaid title xx contracts & expenses
Retention period 7 years

02-20 98 medicaid




Retention period 7 years

02-21 00 wraparound 




Retention period 7 years

02-22

90-98 patient care



Retention period 7 years

02-23

99 vouchers




Retention period 7 years

02-24

97 medicaid audits



Retention period 7 years

02-25 & 26
93-95 diversion and title xx Medicaid

Retention period 7 years

02-27

98-99 vouchers




Retention period 7 years

02-28

94-96 receipts




Retention period 7 years

02-29

92-93 payroll




Retention period 7 years

02-30

93-94 medicaid reports



Retention period 7 years


Lorain County Children & Families Council

2002-14,

2002-16 & 17
correspondence, general info records

Retention period 10 years

2002-15,


2002-18 & 19
welcome home grant and info


Retention period 10 years

2002-20 & 21
early start/tanf correspondence & records
Retention period 10 years

2002-22 & 23
PRC summer camp activity sheets/contracts
Retention period 10 years

2002-24
minutes, resolutions & correspondence

Retention period permanent

2002-25
HUB/FSIP grant info, records


Retention period 10 years


Lorain County Office on Aging

2002-19
service records




Retention period 10 years
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Lorain County Board of Commissioners (Assistant Clerk)

02-AC-1T
89-93 Citizens Advisory Board, Commissioners
Retention period 6 months

Board CIC, Records meeting tapes

permanent record recorded


02-AC-2T
85-88 Black River Indian Vlg., Commissioners
Retention period 6 months





CIC, CDC meeting tapes


permanent record recorded


02-AC-3T
94-98 Commissioners meeting tapes

Retention period 6 months










permanent record recorded


02-AC-4T
93-85 Blue Ribbon, Commissioners & CIC
Retention period 6 months





meeting tapes



permanent record recorded


5. OLD BUSINESS

The following forms were sent mistakenly to the historical society as being approved by the 

Records Commission on November 28, 2001.  These forms were not approved, therefore a motion needs to be made to approve.  Thank you.


Lorain County Board of Commissioners (Assistant Clerk)


Retention and Dispositions


99-AC-1 thru


99-AC-4
1999 copies of correspondence & resolutions
Retention period 5 years


02-AC-1
1977-90 road right of way permits, muni

 court, dog warden reports & human





 serv bills



Retention period 5 years


02-AC-2
1988-90 copies of correspondence & resolutions Retention period 5 years


02-AC-3
1989 copies of correspondence & resolutions
Retention period 5 years


02-AC-4
1990 copies of correspondence & resolutions
Retention period 5 years


02-AC-5
1989-1996 speed studies, specs for cbcf,





     project manuals for lccs, bridge





     reports & miscellaneous

Retention period 5 years


02-AC-6
1980-1989 miscellaneous reports

Retention period 2 years

Lorain County Auditors Office


Retention and Dispositions

2002-1 thru
vouchers, warrants, fees, payins, po, reports

2002-18
travel request, payroll reports check list

Retention period 5 years



2002-02 thru


2002-07
agent pay ins, dog license apps and reports
Retention period 5 years


2002-01
personal property reports


Retention period 5 years


Lorain County Maintenance Department


Retention and Dispositions

2001-01
maintenance vendor receipts


Retention period 5 years



Lorain County Safety Risk Management


Retention and Dispositions


02-SAF/RSK/WC
workmans comp


Retention period permanent
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Lorain County Administrator


Retention and Dispositions


01-MT-01
1996 vehicle auction



Retention period 3 years


01-MT-02
1998 auction info



Retention period 3 years


01-MT-03
1997 auction info



Retention period 3 years


01-MT-04
1996 county list of vehicles


Retention period 3 years


01-MT-05
2000 incoming mail log



Retention period 3 years


01-MT-06
1999 car log use



Retention period 3 years


01-MT-07
1998 incoming mail log



Retention period 3 years


01-MT-08
1997 vehicle list



Retention period 3 years


01-MT-09
99-00 – 10 phone message books

Retention period 3 years


01-MT-10, 13 & 16

96, 97 & 98 general correspondence

Retention period 5 years


01-MT-11, 12 & 14




96, 97, & 98 covert car and plate info

Retention period 5 years


01-MT-15
1998 vehicle list



Retention period 5 years


01-MT-17
95, 96, 97 & 98 inventory list


Retention period 5 years


01-MT-18
97 copies of e-checks



Retention period 5 years


Lorain County Veterans Commission


Retention and Dispositions


2002-01
annual reports, claims & assistance issued
Retention period permanent


2002-02
attendance records



Retention period 2 yr after term

2002-03
budget requests and approved budgets

Retention period 3 years


2002-04
burial records




Retention period permanent


2002-05 & 06
case files




Retention period 5 years


2002-07 & 08
general correspondence



Retention period 1 year


2002-09
bookkeeping records



Retention period until audited


2002-10
payroll records




Retention period 2 yr after audit


2002-11
personnel files




Retention period permanent


2002-12
public relations




Retention period 2 years


2002-13, 14 & 15
records retention program, soldiers




relief commission and state examiners report
Retention period permanent


2002-16
training records




Retention period 2 years


2002-17
travel request




Retention period until audit


2002-18
vehicle records




Retention period transfer w/vec


2002-19
vendors used for financial assistance

Retention period permanent


2002-20 & 21
correspondence and employment applications
Retention period 2 years


2002-22
index card of veterans



Retention period permanent


2002-23
inventory




Retention period 2 years


2002-24
legal opinions




Retention period permanent


2002-25
leave requests




Retention period until audit


2002-26
memorial day activities



Retention period 5 years


2002-27 & 28
minutes and documents needed action

Retention period permanent


2002-29
general information



Retention period 2 years


2002-30
monthly list of assistance granted

Retention period 1 year


2002-31
organization chart



Retention period permanent


2002-32 & 33
daily and transportation logs


Retention period until audit

LC Records Commission 7/24/02




Page 5


Lorain County Children and Families Council


Retention and Dispositions


2002-10
minutes





Retention period permanent


2002-11 & 12
early interventions intake trackers & clients
Retention period until age 21


2002-13
grants and brochures



Retention period permanent


2002-14, 16 & 17


correspondence




Retention period 10 years


2002-15, 18 & 19


welcome home grant info and records

Retention period indefinitely


2002-20 & 21
early start/tanf vendor activity sheets

Retention period indefinitely


2002-22 & 23
prc summer camp vendor activity sheets

Retention period indefinitely


2002-24
minutes, resolution & correspondence

Retention period indefinitely


2002-25
Hub/fsip grant information


Retention period indefinitely


Lorain County Budget Department


Retention and Dispositions


2002-01
investments




Retention period 10 years


2002-02
correspondence




Retention period 10 years


2002-03
budget commission files



Retention period 10 years


2002-04 & 05
budget pay ins & receipt books


Retention period 10 years


2002-06
hotel, motel reports



Retention period 10 years


2002-07
paper transfers




Retention period 10 years


2002-08
Cleveland hearing & speech files

Retention period 10 years


Lorain County Office on Aging


Retention and Dispositions


2002-01 thru
attendance, expenses, travel, vouchers, tickets


2002-08
reimbursement records, lunch forms & chores
Retention period 10 years


2002-09 thru
advertising, check copies, invoices, registers

check stubs, receipts and timesheets

Retention period 10 years

6. OTHER

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

7. Call for adjournment

