Records Commission Meeting
Wednesday, April 25, 2012, 12:30 p.m.
Mayfield Village Civic Center

MINUTES

Attending: Mary Beth Betsa, Diane Calta, Cheryl Garinger, Vida Hauptman, Donna Heath, Susan Jerome, Maura
McKinley, Patsy Mills, Nancy Plastine, Janice Reale, Jean Vitek and Danielle Echt.

Introduction: The meeting was called to order at approximately 1:00 p.m. Jean asked for approval of the March 14,
2012 Minutes as written. Nancy made a motion to approve them and Cheryl seconded. All in attendance approved.

Revisions to Records Retention Schedules
e Mary Beth said that she was learning payroll the last few weeks so there was a delay with updating the
Records Retention Schedule. She said she should have the major revisions to the department heads for
review and approval shortly.
e Mary Beth gave RC-3 forms to Nancy for her signature for submission to the Ohio Historical Society.

Off-site Storage Update
¢ Cintas came Monday and took 137 boxes from old Village Hall and brought them to their building for off-site
storage. This includes boxes that have been stored at the Service Department.
e Janice reported that there are approximately 100 boxes of documents at old Village Hall that need to be shred.
Danielle asked if that included boxes from the Service Department and Janice said no, the Service Department
will bring those to Shred Day. Susan said there are approximately 20 boxes.

Shred Day

e Mary Beth said that we will need to break down the boxes. She suggested seeing if the dumpster at the Civic
Center could be moved closer to the Civic Center. Danielle said that if the Service Department was going to
be on hand that day then we could probably just put the broken down boxes in their truck and we wouldn’t
have to move the dumpster.

e Jean, Maura and Mary Beth will be there. Patsy said she could be there to start but would have to leave early
to help Donna set up for the Senior Party. Danielle said she could help but would be late because she had the
soccer program until 10:15 a.m. Patsy said she would probably leave when Danielle got there. Cheryl said
she might be able to help but couldn’t commit to it; she said the committee could call her last minute if
needed.

e Donna said that she has 8 boxes of documents to be shred. The Service Department will bring them to Shred
Day. Mary Beth suggested that the Service Department stop at Donna’s last since she will be arriving later
that day to set up for the party and could show them what to take.

e Susan said she wasn’t sure which Service Department employees would be there that day but they will follow
the normal call schedule.

Public Records Policy Revisions
e Mary Beth reported that there were none

(over)



Status of Public Records Requests
e Mary Beth reported that there were none.
e Vida said there are just the ongoing ones for the Police Department.

Legislative Updates
e Mary Beth reported that were none.

House Bill 9 Training (Friday, May 25)
e Mary Beth said she emailed the information out to the committee and everyone who responded has been
registered.
e Patsy suggested they provide water for all in attendance. The committee members agreed that if one of the
Distallata coolers could be moved to the hallway by the Auditorium, that would be best. Patsy said new cups
would be needed because the paper ones seem to leak.

The meeting concluded at 1:20 p.m.

Next Meeting: Wednesday, June 13, 2012, 12:30 p.m.
Wiley Park (Civic Center if inclement weather)

Respectfully Submitted,

Danielle M. Echt
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