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(Local Government Entity) (Unit)

C21-01

Administrative Action Files
Records containing administrative actions, 
and supporting documentation, reported to 
the Board of County Commissioners 
performed by the County Administrator and 
entered into the Commissioners' Journal

10 years, provided 
audit Paper

C21-02
Annexation Files
Records related to the extension of 
corporation and/or township limits

Permanent Paper

C21-03

Annual County Budget
(Annual Appropriations)
Annual fiscal allocation to county offices and 
departments

Permanent Paper

C21-04

Annual County Temporary Budget
(Temporary Appropriations)
Temporary fiscal allocation to county offices 
and departments

Permanent Paper

C21-05
Audio/Video Recordings
Audio and/or video recordings made during a 
Board of County Commissioners' hearing

1 year Audio/Video/
Electronic

C21-06

Board of Revision Case Files
Records of tax complaints filed before the 
Board of Revision containing a record of 
findings of the board and subsequent notices 
of appeals from actions of the board to the 
state board of tax appeals or court of 
common pleas

Until no longer of 
administrative value.  
Original maintained 
by County Auditor

Paper

C21-07

Bonds and Notes Records
Contains records related to the issuance and 
financing of short term and long term, 
interest-bearing debt instruments issued by 
the county to provide for a particular 
financial need

Permanent Paper

C21-08
Commissioners' Journal
Official record of proceedings of the Board of 
County Commissioners

Permanent Electronic/
Microfilm

C21-09
Commissioners' Journal Index
Index of the official record of proceedings of 
the Board of County Commissioners

Permanent Electronic/
Microfilm

C21-10

Community Development Block (CDBG) 
Grant Records
Records related to the administrative and 
fiscal operations of the Community 
Development Block Grant, which seeks to 
fund infrastructure development

Retain per 
instructions contained 
in final closeout letter

Paper/Electronic
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C21-11

Community Housing Improvement Program 
(CHIP) Grant Records
Records related to the administrative and 
fiscal operations of the Community Housing 
Improvement Program, which seeks to offer 
financial assistance to individuals of low to 
moderate income help with their home 
improvements

10 years, provided 
audit Paper

C21-12

Community Housing Improvement Program 
(CHIP) Mortgage Case Files
Records related to the Community Housing 
Improvement Program where the recipient 
has a mortgaged property

30 years Paper

C21-13

Comprehensive Plans
Periodic plan created to determine and 
evaluate long-term community goals and 
aspirations in terms of community 
development

Permanent Paper

C21-14

Contract Files
Contains a record of legal agreements with 
individuals, organizations and/or entities to 
procure goods and/or services, including, but 
not limited to, correspondence, draft 
contracts and related materials in the 
creation, maintenance and execution of said 
legal agreements, also includes bid 
information and unsuccessful bids, if part of a 
bided contract

6 years, after 
expiration
(ORC 2305.06)

Paper

C21-15

Deeds/Easements Records
Instruments of the purchasing and selling of 
parcels of land and right-of-ways owned by 
the county

Permanent Paper

C21-16

Ditch Files
Contains a record of proceedings relative to 
the establishment, construction and 
maintenance of county and joint county 
ditches

Permanent Paper

C21-17

Enterprise Zone Agreements
Agreements between the county and 
businesses providing for real estate tax 
exemptions to businesses making investments 
in the county

Permanent Paper
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C21-18

Lease Files
Agreements between agencies and the Board 
of County Commissioners to allow use of 
county owned real estate, including, but not 
limited to, correspondence, draft leases and 
related materials in the creation, 
maintenance and execution of said lease

4 years after 
expiration, provided 
audit
(ORC 1310.52)

Paper

C21-19

Project/Building Files
Records and files related to important 
community topics and subjects, including, but 
not limited to, correspondence, resolutions 
and contracts; and also includes the fiscal 
and administrative construction of county 
government projects and buildings

Permanent Paper

C21-20

Rental Agreement Records
Agreements for the use of county facilities, 
including, but not limited to, auditorium and 
conference rooms

2 years, provided 
audit Paper

C21-21

Resolution Files
Records containing approved Commissioners' 
resolutions and all related materials done in 
conjunction with those  resolutions including 
documents used in the formation, creation 
and final decision

10 years, provided 
audit Paper

C21-22

Road, Streets and Alleys Vacation Records
Contains records related to the abandonment 
of roads, streets and/or alleys within the 
county

Permanent Paper

C21-23

Subdivision Files
Records related to the division of property 
into smaller divisions including preliminary 
plans, subdivider's agreements, bonds, 
engineering and construction plans, and final 
approved plans and subdivision dedications

Permanent Paper

C21-24

Subject Files
Records containing materials organized by 
topic containing, but not limited to, 
correspondence, memos, directives, 
publications, and other related materials that 
do not form a part of a Commissioners' 
resolution

3 years, provided 
audit Paper

C21-25

Variance Files
Records containing requests from individuals 
to grant changes in driveway access to county 
highways and roads

Permanent Paper
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