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City of Circleville

Records Commission

Tuesday, April 3, 2007 – 2 p.m.



Teresa Cramer called the Records Commission meeting to order at 2:10 p.m. on Tuesday, April 3, 2007 in the City Administration Building Conference Room.  Those present: Teresa Cramer, Director of Human Resources/Records Commission Chairperson; Gary Kenworthy, Law Director/Records Commission Member; Gayle Spangler, City Auditor/Records Commission Member and Jodi Chapman, Police Department Typist.   Ralph Starkey, Commission citizen member, was excused from the meeting.   Valerie Dilley was present to record meeting minutes. 
The previous meeting minutes from September 28, 2006 were motioned for approval by Mr. Kenworthy. Ms. Spangler seconded the motion.  
OLD BUSINESS

There was no old business for discussion. 
NEW BUSINESS

Several changes to department RC-2’s were presented.  

Personnel Management: In accordance with Civil Service rules, applications and related information is to be kept on file for a period of 2 years rather than 90 days. This rule affects the following schedule numbers: 98-00003, 98-00010, 98-00015, 98-00016, 98-00023 and 98-00026.  


Mr. Kenworthy motioned to approve the changes to the Personnel Management RC-2 as requested.  Ms. Spangler seconded the motion.  The changes were made and will be submitted to the State of Ohio and the Ohio Historical Society. 
Building Department: Schedule #99-00011: Building Plans – Commercial.  As requested by Patti Hempstead and in accordance with the State of Ohio records, retention period of 10 years rather than life of the structure.  

Ms. Spangler motioned to modify Ms. Hempstead’s request to the Building Department RC-2.  The retention period shall be 10 years with records to be appraised for historical value prior to destruction.  Mr. Kenworthy seconded the motion.  The change was made to schedule #99-00011 and will be submitted to the State of Ohio and the Ohio Historical Society.  
Police Department: Schedule #99-00099 – Jail Incident Reports: As requested by Jodi Chapman, change media type to paper & computer (multi). 
Mr. Kenworthy motioned to approve the change to the Police Department RC-2 as requested.  Ms. Spangler seconded the motion.  The change was made to schedule #99-00099 and will be submitted to the State of Ohio and the Ohio Historical Society.
Police Department: 
As requested by Jodi Chapman, addition of #07-00160 – Pumpkin Show Parking Applications, paper, retain for 1 yr. and #07-00161 - Pumpkin Show Passes, computer, retain for 1 yr.

After discussion and at the request of Ms. Chapman, Ms. Spangler motioned to change the retention period for schedule #07-00160 from 1 year to until no longer of administrative value, then destroy (RC-3 not required).  Mr. Kenworthy seconded the motion. The change was made to schedule #07-00160 and will be submitted to the State of Ohio and the Ohio Historical Society.
Ms. Chapman noted several other changes need to be made to the Police Department RC-2 and she will present those changes at the next meeting. 

After brief discussion concerning OVI records and retention, Mr. Kenworthy moved to adjourn.  Ms. Spangler seconded the motion.  
Meeting adjourned at 2:30 p.m. 
The next meeting will be scheduled for October 2007.   
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