AGENDA

RECORDS COMMISSION

NOVEMBER 28, 2001

2:00 P.M.

PUBLIC HEARING ROOM

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of June 20, 2001

4. New Business

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

Lorain County Auditors

99a

Copies of real estate transfer forms 1/99-12/99 and 1/00-12/00

99a

Original real estate transfer forms

100a
1996, 1997, 1998 pay in slips from Transfer Dept.

BR01
Board of Revision Case Files


Retention period 7 years

BTA01
BTA Case Files Transcript on Appeal

Retention period 7 years

BTA02
BTA Transcript on Appel


Retention period 7 yeas

BR02
Data Board meeting minutes


Retention period permanent

BR03
Board of Revision hearing/case tapes

Retention period permanent

BR04
Election results




Retention period permanent


01-001

01-011
sales review records



Retention period 6 years

Lorain County Coroner


64
copies; payroll, billings, po’s, deposits

Mileage calendars, correspondence misc 1995
Retention period 5 years


65
copies; payroll, billings, po’s, deposits

Mileage calendars, correspondence misc 1996
Retention period 5 years


66
copies; payroll, billings, po’s, deposits

Mileage calendars, correspondence misc 1997
Retention period 5 years


63
Ledgers 1978-1993 (billings) vendor list

Retention period 5 years


Lorain County 911

01-138
Video surveillance records for 911

Retention period 3 years

would like to change to 6 months
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Lorain County General Health District

2001-01-

2001-18 WIC client file




Retention period 5 years destroy 2004


2001-19 Receipt books 1998-1999


Retention period 3 years destroy 2002


2001-20 Vouchers 1998




Retention period 3 years destroy 2001


2001-21 BCMH Billings 1996-2000


Retention period 3 years destroy 2003


2001-22-


2001-25 Mileage 1997-1998



Retention period 3 years destroy 2001


2001-26 Hepatitis billings 1993-1999


Retention period 3 years destroy 2002


2001-27 TB Reports 1989-1990



Retention period permanent


2001-28 Communicable disease 1966-1989

Retention period permanent


2001-29 Warrant register 1999



Retention period 3 years destroy 2002


2001-30 WIC reports 1996



Retention period 5 years destroy 2001


2001-31-


2001-32 Payroll 1996




Retention period 5 years destroy 2001


2001-33 Title XX overflow



Retention period 7 years destroy 2006


2001-34 HLA Discharges 1998-1999


Retention period 7 years destroy 2006


2001-35-

2001-37 Title XX discharges 1999


Retention period 7 years destroy 2006


2-01-38  Title XX discharges 1999


Retention period 7 years destroy 2006


2001-39-

2001-40 HLA Discharges overflow 1998-1999

Retention period 7 years destroy 2006


2001-41 Title X a-d 1999



Retention period 7 years destroy 2006


2001-42 Passport client records 1995-1998

Retention period 7 years destroy 2005


2001-43 Title XX transfers denials 1999


Retention period 7 years destroy 2006


2001-45 Vouchers 8/97-12/97



Retention period 3 years destroy 2001


2001-46-

2001-47 Vouchers 1999




Retention period 3 years destroy 2002

2001-48 Medicare home health audit/budgets

Retention period permanent

2001-49 receipts bank statements 1996-1999

Retention period 3 years destroy 2002

2001-50 BCMH billings 1997-1998


Retention period 3 years destroy 2001

2001-51 Vouchers 1998




Retention period 3 years destroy 2001

2001-52 Receipts 1996-1997



Retention period 3 years destroy 2000

2001-53 SL/AL 1998-1999



Retention period 5 years destroy 2004

2001-54 Pay ins 1995 receipts



Retention period 10 years destroy 2005

2001-55-

2001-57 Payroll 1997-1999



Retention period 5 years destroy 2003-4


2001-58 Receipt book 97-01



Retention period 3 years destroy 2004


2001-59 Wic grants & misc 97-99


Retention period 5 years destroy 2004


2001-60 Title XX contracts & billings 96-99

Retention period 5years destroy 2004


2001-61 Early start contracts, grants 1996-1999

Retention period 5 years destroy 2004


2001-62 Medicare cost reports 1996-1998

Retention period 12 years destroy 2010


2001-63 Medicare cost reports 1991-1992

Retention period 12 years destroy 2004


2001-64 Medicare cost reports 1993-1995

Retention period 12 years destroy 2007


2001-65 Payins receipts 1/98-6/98


Retention period 10 years destroy 2008


2001-66 Payins receipts 7/98-12/98


Retention period 10 years destroy 2008


2001-67 Activity sheets for payroll 1998


Retention period 5 years destroy 2002


2001-68 Aids reports 1995-1997



Retention period 5 years destroy 2002


2001-69-


2001-70 Payins 1/99 – 6/99 and 7/99-12/99

Retention period 3 years destroy 2002
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Lorain County Metro Parks

85-A01
1 Commissioner correspondence

Retention period 2 years 

85-A01
2 Commissioner journal entries/board minutes
Retention period permanently

85-A02
2 Board meeting agendas


Retention period 2 years

85-A02
3 Resolution index



Retention period permanently

85-A02
4 Board meeting attendance, notice of meetings
Retention period 2 years

85-A03
Park District Directives, filing

system, bylaws and regulations


Retention period till superceded


85-A06
1 forest hills staff reports, weekly activities,

telephone logs




Retention period 2 years


01-A06
Safety meeting, director/treasurer

reports, visitation, gas reports, director staff 

meetings, statistics, ranger schedules, fax

journals and law enforcement reports

Retention period 2 years

01-A07
Park policies




Retention period till superceded

85-A08
Correspondence




Retention period 2 years

85-A09-

85-A11
Tax exempt certificates, blank and sample

forms and surveys and questionnaires

Retention period 2 years

85-A12
Record Retention schedules


Retention period permanent

01-A13-

01-A18
Park usage surveys, citizen requests, administrative


guidelines, req for public info, work schedules
Retention period 2 years

85-D01-

85-D03
Adm office and visitor center, ball diamonds

proposed outside development


Retention period 15 years

85-D04-

85-D05
eiden site and burrell site


Retention period permanent

85-D06-

85-D09
central maint barn, shelters, wildlife observation


area, mill hollow road



Retention period 15 years

85-D10
natural resource plans



Retention period till superceded

01-D11-

01-D37
french creek bridge, nature center, bacon house


restoration, forest hills bridge, Carlisle reservation


capital improvement proposals, preliminary plans,


schoepfle garden, caley woods, bikeway, black river


day’s dam, north coast inland trail, black river playground


sandy ridge, forest hills, signage, statements of qualifications


white fort site, black river main facility, Carlisle visitor center


Indian hollow, black river reservation, vermilion river, Amherst


beaver creek, miller nature preserve, Columbia station and

charlemont




Retention period 15 years

85-F01-
bank and visa deposits



Retention period 3 years to audit

01-F02-

01-F04
fund statements, investments, transfer

Retention period 3 years

01-F05-

85-F06
income/expenses and budgets


Retention period permanent

85-F07-

85F08
grants received/rejects & insurance policies
Retention period 3 to audit

85-F09 Audits





Retention period permanent
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Lorain County Metro Parks cont.


85-F10-


85-F12
permits, fees, events, donations, gifts and


bond and coupon accounts


Retention period 3 years to audit


85-F13
credit card information



Retention period till superceded


85-F14
expense forms




Retention period 3 years to audit

01-F15
county tax rates




Retention period till superseded

01-F16-

01-F24
securities, stocks, irs, motor vehicle fuel refund

po’s, postage logs, gas tickets, credit applications

pay phones, safe



Retention period 2 years


01-L01
legal opinions




Retention period till superceded


01-L02
legal claims & suites



Retention period 21 years after settle


85-L03
contracts, agreements, licenses, game

management and releases


Retention period 15 years


85-L03
sample agreements



Retention period till superceded


85-L04-


85-L06
deeds, life estates and easements


Retention period permanent


85-L07
legal notices




Retention period 2 years


85-L08-


85-L10
estimates, appraisals and leases


Retention period 3 years to audit


85-L11
right of ways




Retention period permanent


85-L12
petitions




Retention period 3 years to audit


85-L13-


85-L15
orc, licenses and registrations & oh/us laws
Retention period till superceded


85-L16
declaration and notice



Retention period 15 years 

85-L17

85-L18
journal entries and land appropriations

Retention period permanent

85-L19
bills of sale




Retention period till superceded

85-L20-

85-L21
permits and legislation reference only

Retention period till superceded

85-L22
levy petition and info



Retention period 3 years to audit


85-L23
bequests




Retention period permanent


85-L24-


85-L26
eviction notices, assessments and surplus
Retention period 2 years 


85-001
vehicle title




Retention period till superceded


85-002
inventory




Retention period 3 years to audit


85-003-


85-005
radio license, guarantees & alarm info

Retention period till superceded


85-006-


85-008
soil reports, safety surveys & inspections
Retention period 2 years


85-009
maintenance manuals



Retention period till superceded

85-010-

85-013
receptionist log, forest hills leagues, general

equipment list and purchases


Retention period 2 years


01-w1-wd in lieu fee agreements/wetland delineation
Retention period 3 years to audit


85-100-101 receipt books & appropriation ledger
Retention period 3 years to audit


85-102
appropriation ledger from county 

Retention period 2 years


85-103
recap of vouchers



Retention period permanent
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Lorain County Metro Parks cont.


85-104-

85-110 vouchers, payroll register, receipt & disp ledger

investment ledger, permit log, cash receipt ledger, cash

receipt tapes




Retention period 3 years to audit


85-110
property files




Retention period permanent


85-111
sales tax monthly report



Retention period 3 years to audit


85-111

85-112 correspondence by agency or ind and 



property offers




Retention period 2 years


85-113-


85-115
master plans, fulltime employees & seasonal
Retention period permanent


85-116
applications not hired



Retention period 2 years


85-117-

85-122 time cards, leave requests, payroll journals

monthly budget & exp reports, rain checks

& bids





Retention period 3 years to audit

5. OLD BUSINESS

6. OTHER

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

7. Call for adjournment

