
AGENDA
RECORDS COMMISSION

October 15, 2025 AT 2:00 P.M.

1. Call meeting to order

2. Roll Call

3. Approve the Minutes of April 16, 2025

4.    Application for One-Time Disposal of Obsolete Records (RC1)
DEPARTMENT
SCHEDULE     MEDIA TYPE MEDIA TYPE
NUMBER DESCRIPTION     TO BE DISPOSED TO BE RETAINED

NONE

5. Application for Retention (RC2)
DEPARTMENT
SCHEDULE     RETENTION
NUMBER DESCRIPTION      PERIOD           MEDIA

Auditor:
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BOE:
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CBCF:
CBCF079 Public records request forms Until fiscal period

Is audited by AOS paper
CBCF079E Public records request forms Until fiscal period

Is audited by AOS electronic

Fiscal:
Fis-Cont/Lease Contracts/Lease 8 Years Paper/Electronic

Fis-Bids Bids-Successful & 
Unsuccessful

3 Years Paper/Electronic

Fis-Corr Correspondence 3 Years Paper/Electronic

Fis-Gdeal GoveDeal Online Auction 3 Years Paper/Electronic

Fis-RR Records Request 1 Year Paper/Electronic

Fis-Fin Financial
To include, but not limited to: 
Requisitions, Purchase orders, 
telephone bills, vendor bills, 
travel expenses, white backs, 
recaps and utilities, pay-ins, 
transfers, eft

3 Years
Until audited

Paper/Electronic

Fis-Budget Budgets 3 Years Paper/Electronic

Fis-Bond/Note Bonds/Notes 10 Years after 
expiration

Paper/Electronic

Stormwater:

SD-Finance Vouchers, Travel, Reimbursement 3 years upon audit Multi

  Pay-In, Appropriations, Transfers    

SD-MIN Minutes Permanent Multi

SD-RES Resolutions Permanent Multi

SD-CORR Correspondence 5 years Multi

SD-PUB Publications, News Releases 3 Years Multi

SD-AGREE Agreements, Contracts, MOU's 8 yrs after Expire Multi

SD-EASE Easements Permanent Multi

SD-GRANT Grants 7 years after Audit Multi

SD-LIST Rosters, Members Until Superseded Multi

SD-REG Regulations, bylaws Until Superseded Multi

SD-MET Meeting info to include agenda Until Superseded Multi

copies, minutes, agenda, documents 3 Years Multi

SD-budget Budgets 3 years Multi

SD-PERM Permits 5 years Multi

SD-PLAN Storm water management plan Until Superseded Multi

SD-RPT Reports 5 years until audit Multi
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SD-AUDIO tapes 2 years Multi

SD-DITCH Ditch petition/maps/projects Permanent Multi

SD-PERS Personnel files
10 Years after 
employment Multi

SD-APPS Applications 1 Year Multi

Transit:
LCT0102 Maintenance Records 3  yrs after

vehicles sold paper/elec
LCT-04-3 Old grants 3 yrs following FTA

Funded proj close paper/elec
LCT-04-31 Closed grants 9-2004 3 yrs following FTA

Funded proj close paper/elec
LCT-04-35 Levy-1-2004 3 years paper/elec
LCT-04-36 Levy-3-2004 3 years paper/elec
LCT-04-37 Levy-4-2004 3 years paper/elec
LCT-04-39 Levy2-2004 3 years paper/elec
LCT-04-4 Board materials (minutes/resolutions) permanent paper/elec
LCT-04-7 News articles 3 years paper/elec
LCT0501 Trip Sheets 3 years paper/elec
LCT0502 Receipts 3 yrs provide audit paper/elec
LCT0505 Bookkeeping/Pam Novak 3 yrs provide audit paper/elec
LCT0604 General correspondence until no longer of

Administrative value paper/elec
LCT0609 NTD/Triennial reviews 3 yrs following FTA

Funded proj close paper/elec
LCT0612 Audit info 3 yrs following FTA

Funded proj close paper/elec
LCT0613 ODOT/FTA grants 3 yrs following FTA

Funded proj close
LCT0701 Payroll 3 yrs provided audit paper/elec
LCT-08-01 Brokerage Files Clients 3 yrs following grant paper/elec
LCT9807 Ridership reports 3 yrs following grant paper/elec
LCT-04-2 ADA applications 3 yrs following FTA

Funded proj close paper/elec
LCT04-1 Financial records 3 yrs provided audit paper/elec
LCT-04-6 Service surveys 5 years paper/elec
LCT-01-32 Vehicle records (documentation

 Relating to each vehicle) 3 yrs after vehicle sold paper/elec

6.  Records Disposal (rc3)– Sent to Ohio Historical Society
Date                                                Department                                                              Disposal Date
07/01/25 Commissioners Clerk 07/31/25
07/01/25 Safety Risk 07/31/25
07/11/25 Clerk of Courts 07/31/28
07/31/25 Prosecutor 08/15/25
10/02/25 CBCF 12/31/25
10/03/25 Probate 10/30/25
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RC3 (not sent to OHS due to no longer required RC3’s)
Date                                                Department                                                              Disposal Date
07/10/25 BOC HR/Payroll 01/04/27
07/10/25 General Health 07/31/25
07/10/25 Clerk of Courts 07/31/25
07/11/25 EMA 07/31/25
07/11/25 Auditor /Licenses 07/31/25
07/11/25 Auditor /Tax Settlement 07/31/25
07/11/25 Auditor /Payroll 07/31/25
07/11/25 Auditor Bookkeeping 07/31/25
07/11/25 Auditor /Admin 07/31/25
07/11/25 Engineer 07/31/25
07/31/25 Prosecutor 08/15/25
08/14/25 Budget/Purchasing 08/29/25
10/02/25 CBCF 12/31/25
10/03/25 BOE 10/31/25
10/03/25 Probate 10/30/25

7. OTHER
a. All forms that are to be submitted to the Records Commission can be found at 

http://www.loraincounty.us  http://www.loraincounty.us.  Go to Departments, Clerk of Board and 
left side Records Commission Intake forms needs to be emailed to Records Secretary and approved 
before boxes taken to Records Center.  Forms updated with OHS new address; RC1, RC2 & 
RC3

8. NEW BUSINESS
REMEMBER each Elected Official or Designee needs to take training once/term
a. December 3, 2025 Sunshine Law/Record Certified Training, Ohio Attorney General can register at 

this link https://www.ohioattorneygeneral.gov/Files/Briefing-Room/Events/Legal-
Events/Sunshine-Laws-Training
October 23, November 13 & December 11, 2025 Sunshine Law/Record Training, State of Ohio 
Auditor can register at this link
https://ohioauditor.gov/trainings/publicrecords.html

b. Todd Sharkey, IT Director regards to email retention
c. Other

9. OLD BUSINESS
a. PERMANENT FILES. Remember these are only to be of historical value; (historical, legal or 

fiscal). Such as minutes, land, etc.
b. When you change your RC2, remember it is the department/agency responsibility to update their 

files/boxes at the records center. Please get with the records center so we don’t have boxes that do 
not need to be sitting around wasting space.

c. April 16, 2025 Records Commission approved the RC2 for Lorain County Probate Court. There 
was an update to their schedule stating these records are kept for 3 years until electronic scans are 
complete

d. other

10. CORRESPONDENCE/EMAIL:
a. none

11. RECORDS CENTER UPDATE – Marilyn Velez, Manager

http://www.loraincounty.us
https://www.ohioattorneygeneral.gov/Files/Briefing-Room/Events/Legal-Events/Sunshine-Laws-Training
https://www.ohioattorneygeneral.gov/Files/Briefing-Room/Events/Legal-Events/Sunshine-Laws-Training
https://ohioauditor.gov/trainings/publicrecords.html
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12. PUBLIC COMMENT

13. NEXT MEETING
Wednesday, April 15, 2026 at 2 p.m.
Wednesday, October 14, 2026 at 2 p.m.

14. CALL FOR ADJOURNMENT




