Records Commission Meeting
Wednesday, November 9, 2011, 12:30 p.m.
Mayfield Village Civic Center

MINUTES

Attending: Mary Beth Betsa, Diane Calta, Cheryl Garinger, Donna Heath, Susan Jerome, Patsy Mills, Nancy
Plastine, Janice Reale, Terry Skomrock, Sean Supler, Jean Vitek, Ron Wynne and Danielle Echt.

Introduction: The meeting was called to order at approximately 1:04 p.m. Nancy made a motion to approve the
September 21, 2011 Minutes as written and Sean seconded. All committee members agreed.

Off-site Storage

Nancy asked if the committee proposes going with Cintas for off-site storage and adding them to the retention
schedule. The committee agreed. It has already been brought to Safety and Service. It has to be brought to
Finance and Council also.

Diane said there is no term obligation with Cintas. It is on state bid. We can use their service and stop using
it whenever we want. Diane said it is okay that it is an open account. Patsy said that Council needs to be
made aware of this.

Patsy said it would be nice to get everything out of old Village Hall sooner than later because of the building
coming down eventually. Mary Beth said that they can start going through items again at the Service
Department soon and then we can present the Service Department and old Village Hall items to Cintas.

Shred Day Evaluation

Patsy reported that there were 29 cars with 67 boxes on October 15", One ton of paper was shredded. ~She
said that Susan, Danielle, Nancy and herself were there to help the residents with their boxes. Patsy said they
felt that the attendance was pretty low and it was probably not necessary to have shred day twice a year.

The committee agreed to host shred day once a year, in May. Mary Beth said that she will work on
scheduling shred day for a Saturday after Mother’s Day.

Patsy asked what Cintas charges. Mary Beth said they are a little higher but maybe Shredding Network gave
us a low price to get our business. Patsy said Shredding Network was fine but they only provided one
person; Cintas has more in their proposal.

Public Records Policy Revisions

Diane reported that there are none

Status of Public Records Requests

Diane and Mary Beth reported that there have not been any recent requests.

Mary Beth passed out Best Practices for Responding to Public Records Requests provided by Dave Yost,
Auditor of State. Diane suggested that everyone read it sometime. She also said that in previous meetings
the committee discussed keeping a log of requests and Diane gave her opinion then that it was not necessary.
Diane said that after reading the information in this packet, she still believes that it is not necessary to keep a
log.  Patsy asked Diane if she felt the Village employees were being consistent when a request is made.
Diane said yes, everyone is responding and seems to know what to do. Terry said the police department gets
5 — 6 incident report requests a day and she agrees that a log is not necessary. Jean said that the police and
fire departments already track things within their own departments so there is no reason to change anything.
Terry and Cheryl agreed.



Revisions to Records Retention Schedules

Mary Beth passed out the updated RC-2 form. The State Auditors can check the box now if the RC-3 is
needed and then they will return it to the Village. Jean asked why the RC-3 might be needed. Mary Beth
said if the Records Commission needs to look at it and okay it for historical value. She gave the example of
pool passes that would be obsolete. Diane said that the change might have to do with UNLAN, if the
auditors saw a lot of those come through.

Mary Beth said it is going to take the Ohio Historical Society a while to go through things because of staff
cuts. Patsy asked about the turnaround time. Mary Beth said it is unknown, we have to wait to hear from
them.

Open Discussion

Janice asked what is going to happen to all the recreation equipment that is stored in old Village Hall.
Danielle said she missed some information when she was out on Maternity Leave so she didn’t know where it
would be stored. Mary Beth said Diane Wolgamuth and Bill are working on it.

Mary Beth said that she was recently at a meeting where a representative from the State Auditor asked
everyone in attendance to answer questions retaining to public records policies and Mary Beth was able to
respond yes to being in compliance with everything. Patsy said the Village has always been ahead of the
game and that Mary Beth attacked everything pertaining to public records full boar.

Mary Beth was at a meeting recently and the attendees were reminded that employees need to be careful with
what they leave on their desks. One city had a leaky roof and the documents on their desk were ruined so it
is a good practice to put items in filing cabinets, off-site, fire safe storage to avoid emergency disaster
damage.

The committee discussed social media use. Mary Beth said if it is on our approved retention schedule, it is
safe to destroy. Diane said that employees need to be sure that they do not represent the Village on their
personal pages.

Next Meeting: Wednesday, January 18, 2012, 12:30 p.m.
Mayfield Village Civic Center

Respectfully Submitted,

Danielle M. Echt
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