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City of Circleville

City of Circleville Records Commission

Wednesday, February 16, 2011– 2:00 p.m.



Mayor Taylor called the Records Commission meeting to order at 2:00 p.m. in the City Administration Building Conference Room.  Those present: Chuck Taylor, Mayor/Records Commission Chairperson; Gary Kenworthy, Law Director/Records Commission Member; Gayle Spangler, City Auditor/Records Commission Member and Anne Cana; Commission Appointee. Valerie Dilley was present to record meeting minutes. 
The August 25, 2010 Records Commission meeting minutes were motioned for approval by Mr. Kenworthy. Ms. Spangler seconded the motion.  

OLD BUSINESS

Police Department RC-2: Changes to the Police Department RC-2 were made but the schedule has not been signed and returned for submission to the State Auditor and Ohio Historical Society for approval.  Their last destruction was in 2009.   
NEW BUSINESS
Commission Member: Mrs. Spangler motioned to approve the Mayor’s appointment of Anne Canan to the Records Commission.  Mr. Kenworthy seconded the motion.  
Pickaway County Records Request: Mayor Taylor stated when the Building Department moved to the County, both the City and County agreed that the City would keep the records. County building department personnel is permitted “sign out” records on an as-needed basis.  The Mayor stated he would like to speak to Bob Evans (Service Director) regarding the County’s request.  However, the Commission received a memo dated 2/11/2011 from Bob Evans wishing to honor the County’s request for records 11/1/2004 thru 1/1/2005.  These records had been approved by OHS and the State of Ohio for destruction but were not destroyed at the request of the Mayor. Mrs. Spangler and Mr. Kenworthy agree that the County’s request cannot be denied and since the City is in possession of the records, the City must release the actual records or make copies of the records to give to the County. The Mayor stated the County is allowed to make copies as they need them and can even take files when needed but they have been instructed to bring the records back to the City.  The Mayor stated he would like to hold this item until he can speak to Bob Evans.  Mrs. Spangler asked why the City would keep records that can legally be destroyed.  If the City chooses to keep these records (or any records approved for destruction) then the RC-2 must be changed to reflect the retention period as “permanent”.  Mrs. Canan asked if there is a reason to keep the records.  The Mayor asked how he should address people to come to the City asking for copies.  Mrs. Spangler stated he is to send them to the Building Department.  
Mrs. Spangler motioned to release all Building Department records to the Pickaway County Building Department that have been approved for destruction by RC3. Mrs. Canan seconded the motion and Mr. Kenworthy agreed. The most recent Building Department RC-3 will be forwarded to Valerie Sanzoni for release of records. 
Police Department: The Police Department requested adding 2 items to their Schedule of Records Retention (RC-2):

· Criminal Bail Bond Receipt Book (Multi) - Retain for 5 years

· Municipal Court Criminal and Traffic Receipt Book (Multi) -
Retain for 5 years

Mrs. Spangler motioned to accept the additions with retention period of 5 year, provided audit. Mr. Kenworthy seconded the motion. 

The Police Department also requested to change the titles of the following items already listed on the Schedule of Records Retention: 

· #99-00064:   BAC - Breath Testing Log Book to BAC - Datamaster Instrument Check List


· #99-00066:  BAC – Testing Solution Affidavit Log to BAC -Test Solution Certifications

Mr. Kenworthy asked if the department will be adding the new machine to their schedule. 

Mrs. Spangler motioned to change the titles as requested provided that electronic records are also included in the retention period.  Mr. Kenworthy seconded the motion. 
The next meeting will be in August 2011. 

Meeting adjourned at 2:23 p.m. 
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