AGENDA

RECORDS COMMISSION

August 6, 2003

2:00 P.M.

PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of November 13, 2002

4. New Business

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

Lorain County Commissioners / Assistant Clerk’s Office


02-AC-5

January – December 2000 Correspondence & copies

of resolutions pertaining Agenda – Auditor

Retention period 3 years


02-AC-6

January – December 2000 Correspondence & copies

of resolutions pertaining Benefits –Community Dev
Retention period 3 years


02-AC-7

January – December 2000 Correspondence & copies




of resolutions pertaining Corsa – Highway Usepermit
Retention period 3 years


02-AC-8

January – December 2000 Correspondence & copies

of resolutions pertaining Human Serv – ODOT
Retention period 3 years


02-AC-9

January – December 2000 Correspondence & copies




of resolutions pertaining ODOD – Various boards
Retention period 3 years



Office Services


03-1

Purchase orders




Retention period – 2 years


03-2

Requisitions




Retention period – 2 years


03-3

Bills





Retention period – 2 years


03-4

Statements




Retention period – 2 years


03-5

Job slips





Retention period – 2 years


03-6

Misc forms




Retention period – 2 years


Lorain County Children Services


LCCS-03-1
Computer back up tapes



Retention period – permanent


Lorain County Children and Families Council

2002-37 HMG FY02 vendor monthly activity sheets

- 2002-39






Retention period – 10 years

2002-40

HMG FY02 vendor invoices, payments, pos

Retention period – permanent

2002-41 

- 2002-42
HMG – FY03 Vendor activity sheets 07/01/02-12/31/02 Retention period – 10 years

2002-43

Ryan White, FY03 Abstinence big hands Johnson
Retention period – 10 years

2002-44

Wellness Block Grant FY02


Retention period – permanent

2002-45

-2002-46
HMG FY02: CrisE (A-m & N-Z)


Retention period – 10 years

2002-47

JMC: HMG/WBG 01-02



Retention period – 10 years

2002-50

WBG FY99-01 Clearview



Retention period – permanent

2002-51

- 2002-52
WBG FY99-01 and FY98-99 contracts & invoices
Retention period – permanent
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Children and Families Council cont.

2002-53

- 2002-55
HMG FY02 referral documents


Retention period – permanent

2002-56

LCCFC Minutes CY2—2 resolution 98-99

Retention period – permanent

2002-57

ES 2001 parent policy, witherspoon


Retention period – permanent

Special Projects Manager

03-PW-01
Administration building, Temple court parking area,



City of Amherst Parks & Rec, CBCF Add,



LCCS 3rd floor restroom renovation, LCCS office



Renovation, Columbia West River Road Resurfacing



Correctional Facility equipment alternations & new



Generator, Correctional Facility – Jail Detention 



Furnishings & Security Door/Frames & Engineers



Building Addition



Retention period – 5 years

03-PW-02
Garfield Road Bridge, Grafton Road Bridge, Gore



Orphanage Road, cold mix, Job & Family Serv carpet



And painting, Middle Avenue Resurfacing, Oberlin



Depot Park, Oberlin Parks & Rec Facility, Ohio



Metallurgical serv, Peck Wadsworth Rd bridge,

00 prevailing wage info., public construction works,

 Sheffield Lake Street improv, Sheff Twp restroom

Renovation, cdbg Sheffi lk handicap curbs, Sheffield

Lk comm. Center, Sheff lk street improv, stepping stone

Well/cistern, stepping stone demolition, install of telecom

Sys at various facilities, Wellington twp rd prog, Vermilion

Rd/Middle Ridge Rd, Vermont St Bridge & Visual
Retention period – 5 years


03-PW-03
Skill Tool & Die, Elyria United Methodist Village
Retention period – 5 years


03-PW-04
Elyria United Methodist Village prevailing wage rates Retention period – 5 years

Lorain County General Health District

2003-1 thru

2002-46

WIC Client Files




Retention period - 5 years

2003-47

2001 bank statements



Retention period – 3 years

2003-48 thru

2002-50

Pay ins





Retention period – 3 years

2003-51

Sick leave annual leave 00-01


Retention period - 3 years

2003-52

Various grants




Retention period – 3 years

2003-53

2001 vouchers




Retention period – 3 years

2003-55

2001 mileage




Retention period – 3 years

2003-56

2001 po, exp and payment registers


Retention period – 3 years

2003-57

01 vouchers




Retention period – 3 years

Lorain County Personnel/Benefits

COL ENR
Colonial bi-weekly inv & enrollment

Retention period – 1 year

SPEC ENR
Spectera faxed enrollment info


Retention period – 1 year

COL DESC
Colonial discrepancies fax info


Retention period – 1 year

COMP ENR
Compdent faxed enrollment info


Retention period – 1 year

Lorain County EMA

EMA-0001
CCA reports 94-98



Retention period – 10 yrs

EMA-0002
Expense & payroll



Retention period – 10 yrs

EMA-0003
Personnel files




Retention period – 10 yrs

EMA-0004
Purchase orders




Retention period – 10 yrs

EMA-0005 thru

EMA-0007
Office files 89-92




Retention period – 10 yrs

Agenda – Records Commission cont.

Page 3

August 6, 2003

EMA continued

EMA-0008
Misc files




Retention period – 10 years

EMA-0009
Old computer programs



Retention period – 10 years

LEPC-0008 thru

LEPC-0017
Fiscal rec 88-94




Retention period – 10 years

LEPC-0018 thru

LEPC-0019
Paperwork 90-99




Retention period – 10 years

LEPC-0020
Meeting tapes 92-95



Retention period – 10 years

LEPC-0021
Hazmat cont 94-00



Retention period – 10 years

LEPC-022 thru

  LEPC-0023
Fiscal minutes 91-99



Retention period – 10 years

LEPC-0024
Hazmat meeting tapes



Retention period – 10 years

LEPC-0025
Cost recovery 90-92



Retention period – 10 years

LEPC-0026
Brain nelson contents



Retention period – 10 years

LEPC-0027
SARA 87-98-Avon Lake/Elyria


Retention period – 10 years

LEPC-0028
SARA 87-98-Elyria Maint system to wastewater
Retention period – 10 years

LEPC-0029
Elyria Twp deca pools, pc campanga, west park 
Retention period – 10 years

LEPC-0030
Oberlin Allen Hospital, Wellington Vlg wastewtr
Retention period – 10 years

LEPC-0031
Amherst & Avon Lake 88-98


Retention period – 10 years

LEPC-0032
Penske Truck, N. Ridgeville, Bell/Ameritec

Retention period – 10 years

Office on Aging

03-01

Service Records




Retention period – 5 years

03-02

Fund raising for rsvp



Retention period – 5 years

03-03

Referrals




Retention period – 5 years

03-04

Personnel receipts



Retention period – 7 years

03-05

Misc. files and reports



Retention period – 5 years


03-06

Decease client records



Retention period – 5 years


03-07

RSVP attendance & expense


Retention period – 7 years


03-08

RSVP travel logs




Retention period – 7 years


03-09

Luncheon forms




Retention period – 5 years


03-10

Bus tickets




Retention period – 5 years


03-11

Chore – client response



Retention period – 5 years

03-12

Escort-travel reimbursement


Retention period – 7 years

Lorain/Medina CBCF

2001-7

Payroll registers




Retention period – 5 years

2001-8

Payroll files




Retention period – 5 years

2001-9

Operations Documents



Retention period – 3 years

Sheriff


128

audio/voice recording tapes


Retention period – 30 days

401

Transitory email




daily or when no longer useful

402

General correspondence



Retention period – 6 months

403

Executive correspondence



until superceded/obsolete/replaced

Lorain County Commissioners/Receptionist

02-MT-01
1997 e check ohio epa



Retention period – 3 years

02-MT-02
2001 incoming mail log & vehicles


Retention period – 3 years

02-MT-03
6 phone message books



Retention period – 3 years

02-MT-04
1999 original comm. Regular office inventory
Retention period – 3 years

02-MT-06
1999 fall office renovation records


Retention period – 3 years

02-MT-07
2000 regular office inventory


Retention period – 3 years

02-MT-08
1999 work file records



Retention period – 3 years
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Lorain County Commissioners/Receptionist cont.

02-MT-09
2000 lists office supply inventory


Retention period – 3 years

02-MT-10
2000 general correspondence


Retention period – 3 years

02-MT-11
1995-1999 work sheets



Retention period – 3 years

02-MT-12
1998, 1999 covert plate records


Retention period – 3 years

02-MT-13
1999 correspondence



Retention period – 3 years

02-MT-14
1999 general correspondence


Retention period – 3 years

02-MT-15
7/24/99 vehicle auction



Retention period – 3 years

02-MT-16
2000 correspondence



Retention period – 3 years

02-MT-17
4/20/98 county government day info

Retention period – 3 years

02-MT-18
9/09/00 county auction



Retention period – 3 years

02-MT-19
1999 e check info




Retention period – 3 years

02-MT-20
auto license plate pick up forms 


Retention period – 3 years

02-MT-21
1996 – april 2000 licenses plate pick up forms
Retention period – 3 years

02-MT-22
gm class action settlement inventory

Retention period – 3 years

03-MT-01
02 mail log & vehicles user log


Retention period – 3 years

03-MT-02
01 county vehicles & equipment lists

Retention period – 3 years

03-MT-03
00-01 equipment disposals & list of computer transf
Retention period – 3 years

03-MT-04
01 list of fixed asset inventory-comm office

Retention period – 3 years

03-MT-05
01-02 contract log tablet, general correspondence
Retention period – 5 years

03-MT-06
00 cover vehicle list correspondence

Retention period – 5 years

03-MT-07
00 county vehicle and equipment lists

Retention period – 3 years

03-MT-08
01 correspondence county vehicles


Retention period – 5 years

03-MT-09
01 correspondence covert/sheriff dept vehicle plats
Retention period – 5 years

03-MT-10
office supply inventory requisitions user

Retention period – 3 years

03-MT-11
5 phone message books



Retention period – 3 years

Records Center

REC-01
copies of requisitions



Retention period – 3 years

REC-02

copies of purchase orders



Retention period – 3 years

REC-03

correspondence




Retention period – 3 years

REC-04

invoice payments




Retention period – 3 years

REC-05

copies of timesheets



Retention period – 3 years

REC-06

copies of whitebacks



Retention period – 3 years

REC-07

Records/transfer sheets



Retention period – 3 years

REC-08

Employee files terminated



Retention period – 3 years

REC-09

Records transfer intake sheets


Retention period – 3 years

REC-10

Film logs




Retention period – permanent

REC-11

Records center receipt of records


Retention period – 5 years

REC-12

Delivery slips/packing slips


Retention period – 2 years

Mental Health

03-01

2000 Medicaid aras



Retention period – 7 years

03-02

1999 medicaid




Retention period – 7 years

03-03

1999 cy receipts




Retention period – 7 years

03-04

2001 wraparound for lcgl and ccys


Retention period – 7 years

03-05

1996-1999 audits for agencies


Retention period – 7 years

03-06

1999-2000 title xx



Retention period – 7 years

03-07 - 

 03-09

2000 agencies payments



Retention period – 7 years
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b. Application for One-Time Disposal of Obsolete Records

Lorain County Commissioners/Receptionist

100-MT-01
1985 copies of vehicle transfer papers, auto title



purchased vehicles & transactions & estimates to



repair & 1987 sheriff inoperable & salvaged vehicles

100-MT-2
85-90 purchased vehicles, title transfers, inventory



lists and bids for used vehicles scraped or sold

100-MT-03
86-87 list of salvaged vehicles old, buyers agreement



and plate applications

Office Services

1-23 1992-2000 job slips, reports, po’s, back up disks

requisitions, bills and statements to departments


Prosecutor’s Office


PROS-2003
Old Criminal Files




1979 D – Z

1980-1983 A – Z (files have been scanned to optical & microfilmed fro permanent retention)


Lorain/Medina CBCF

2003-10 Food service account, fiscal paperwork 1995-1997

2003-11 Day reporting, fiscal paperwork May 2000-May 2001

2003-7 Payroll registers, FY98, FY99, 7/1/97-6/30/99

2003-8 Payroll files, FY98, FY99, 7/1/97-6/30/99

c. Certificate of Records Disposal

Lorain County Clerk of Courts/Domestic

Uresa Child Support Cases – R2951-R4135 –

 16mm & 35mm portions
1981-1984



Disposal date – 12/31/03

Job & Family Services

89-01
Aid to Depend. Children



Disposal date – 08/15/03

76-20
Food stamps





Disposal date – 08/15/03

76-26
Medicaid





Disposal date – 08/15/03

89-02
General assistance




Disposal date – 08/15/03

76-16
Social Services





Disposal date – 08/15/03

96-05
Child Support





Disposal date – 08/15/03

Special Projects

02-PW-01
Agriculture Center Addition May 2000





City of Amherst Renovation Project November 2000



Restroom renovation Pittsfield Twp hall November 2000



Cold mix resurfacing May 2000


Disposal date – 12/31/05

02-PW-01
99 Cod mix resurfacing prog October 1999

Disposal date – 12/31/03

02-PW-01
Amherst Township parks & rec facilities 11/01
Disposal date – 12/31/07

02-PW-01
Demolition of 215 & 219 court street 2/02

Disposal date – 12/31/09

02-PW-01
Elyria Ave demolition 1/01


Disposal date – 12/31/07

02-PW-01
Grafton Twp Belden School handicap ramp 12/00
Disposal date – 12/31/05

02-PW-02
City of Amherst Old Post Office 11/01



Amherst Twp sanitary sewer 10/01


Disposal date – 12/31/07

02-PW-02
City of Avon removal of arht barriers 3/00

Disposal date 12/31/05

02-PW-02
City of Avon Lake curbs & sidewalks 8/01
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Special Projects cont.



Baumhart Rd paved berms 8/01



Bearing Technology 5/01






Bursley Road/Gore Orphanage Rd 5/01



Lake Ridge Academy 00-01


Disposal date – 12/31/07

02-PW-03
Avon Commerce Parkway 12/00


Disposal date – 12/31/05


02-PW-03
Village of Grafton Willow Park cdbg 9/99

Disposal date – 12/31/03


02-PW-03
Village of Grafton North park ada 10/00




Grafton Twp removal of arcth barriers 10/00

Disposal date – 12/31/05


02-PW-03
Huntington Twp public rehab 2/01


Disposal date – 12/31/07

02-PW-03
Huntington Twp removal of arcth barriers 5/00
Disposal date – 12/31/05

02-PW-03
01 Hot applied crack seal 8/01



01 resurfacing prog hot mix 5/01



Island Rd culvert replacement 2/01


Disposal date – 12/31/07

02-PW-03
Commissioners 00



Disposal date – 12/31/05

Office on Aging

2002-14 accounting check stubs ledgers 1/1/86-12/31/87, disposal date 3/4/03

2002-35 rsvp fund raising 1/1/90-12/31/91, disposal date 3/4/03

2002-17 admin advertising cash receipts, 1/1/90-12/31/91, disposal date 3/4/03

Purchasing Department

2-4 contracts, 1990-1994, disposal date 3/4/03

2-2 purchase orders, 1998, disposal date 3/4/03

2-12 recaps, 1997-1998, disposal date 3/4/03

2-10 travel & employee reimbursements, 1998-2000, disposal date 3/4/03

2-1 requisitions, 1998, disposal date 3/4/03

2-13 utilities, 2000, disposal date 3/4/03

5. OTHER

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

6. NEXT MEETING

Wednesday, November 5, 2003 at 2:00 p.m., Public Hearing Room

7. Call for adjournment

