Records Commission Meeting
Wednesday, November 14, 2012, 12:00 p.m.
Mayfield Village Civic Center

MINUTES

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

Introduction: The meeting was called to order at approximately 12:36 p.m. Nancy asked for approval of the
September 19, 2012 Minutes. Cheryl made a motion to approve them as written and Vida seconded. All in
attendance approved.

Revisions to Records Retention Schedules
e Mary Beth said that following attendance at the electronic records session, she has updated the records
retention schedules for each department and will get them out to everyone for their review. Each department
should receive the information the week after Thanksgiving.

Off-site Storage Update
e Janice said that all of the boxes we gave Cintas have been labeled and are categorized in their online database
which is now accessible to Mayfield Village.
e Janice said there will be more boxes to bring Cintas in 2013 plus there will boxes that can be destroyed.
e Mary Beth said that we can now bring the boxes that have remained at the Service Department to the Civic
Center. Susan said she was informed by Jim from Service that more boxes have been found in another closet
in the building. The committee will need to go through those boxes.

Shred Day
e Saturday, May 18, 2013 from 9:00 a.m. — 12:00 p.m. has been confirmed with Cintas.
e For security purposes, Cintas must provide two staff so the price has increased by $150. The total cost is
$450. Ron has given the okay to go ahead with it.
e Mary Beth said that Cintas asked if we had a shredding machine. For $200 they can come into the office every
3 months and shred Village documents. Mary Beth checked with Ron who agrees that service is not
necessary at this time.

Public Records Policy Revisions
e Diane reported that there were none.

(over)



Status of Public Records Requests

Diane said there is nothing pending now. She reported that there was one request recently in the finance
department where someone was asking for some tax information. The requestor was seeking the same
information from other communities too.

Diane said that there is potential litigation regarding drainage on the Skoda property.

Legislative Updates & Electronic Records

Mary Beth had a binder of information to give to Diane. It was material that was presented at a seminar by
the Ohio Historical Society.

Mary Beth said that social media needs to be part of the retention schedule. She will be working with Jeff, IT
Coordinator, to establish the schedule.

Mary Beth said she will email “tip sheets” to the committee because there might be some useful information in
there regarding social/electronic media.

Cheryl said the Firefighter’s Union has a Facebook page and asked if that is separate. Diane said yes.

The committee discussed having a public records disclaimer as part of email signatures. Danielle said she
had one that she could forward to Diane for her review.

Open Discussion

Patsy asked what the Village does with their shredded material when they shred paper during the work day.
Janice and Mary Beth said it is shred into strips and thrown out. Cheryl suggested that it should be cut into
diamond shape for security purposes. Patsy asked Mary Beth to look into the price of a new shredding
machine because that is a concern.

Cheryl asked about machines that hold memory, such as a copy machine. Danielle said that they were told if
you run a certain amount of blank paper through the machine it clears memory. Diane said that she believe
the old copy machines were wiped clean before we got the new copy machines.

Mary Beth said there is a public records seminar in Highland Heights on December 13 from 9:00 a.m. —4:00
p.m. Mary Beth will send the committee information and if anyone would like to attend, they can let her
know.

The meeting concluded at 1:03 p.m.

Next Meeting: Wednesday, February 6, 2013, 12:00 p.m.
Civic Center

Respectfully Submitted,

Danielle M. Echt
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