City of Circleville
Records Commission
November 26, 2024
10:00 am
City Administration Conference Room
_____________________________________________________________________________________________

Mayor Blanton called the Records Commission Meeting to order at 10:03 am in the Admin Conference Room at City Administration Office.  Those present: Michelle Blanton - Mayor, Mark Bidwell - Auditor; Kendra Kinney-Law Director, Brenda Short who will be taking minutes.

Previous meeting minutes were not available for review.  Brenda will make sure they are distributed prior to next meeting.  

OLD BUSINESS
No old business was discussed.

NEW BUSINESS
Mayor Blanton stated there is currently an opening on the Board since Mr. Sneed submitted his resignation.

She stated each elected official will receive a large binder with the information on Records Retention.  It will be each elected official’s job to review and put it in place with their staff.  Record retention schedules are in the manual with instructions.  

She also had discussions with Dan Moore, the IT person in reference to the strategic plan and policies.  Space is a concern for IT.  If boxes are moved to another office, there will need to be a document signed showing custody change.

Files stored in basement of City Hall and Administration will need to be put in cages.  Files can be scanned in their entirety and then redact what needs redacted and save the file

Mark asked about moving all of Council files from basement to office across the hall from Council that is storage area.

Emails were discussed and how they need to be categorized. Make a plan for going forward.  Set starting point

Social media/website should be maintained by one person.

Mayor Blanton stated they would meet again late January or early Feb 2025.  A meeting needs to be set for April/May to revise retention schedules and each department will need to inventory their records.  One time destruction needs to be scheduled for September 2025


Meeting adjourned at 10:49 a.m.
