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Introduction:
 
    It is the policy of the Village of Amesville policy that openness leads to a better-informed citizenry, which leads to better government and public policy. It is the policy of the Village of Amesville to adhere strictly to the State of Ohio Public Records Act. All exemptions to openness are to be construed in their narrowest sense. Any denial of public records in response to a valid request must be accompanied by an explanation, including legal authority, as outlined in the Ohio Revised Code.  The explanation must also be in writing if the request is in writing.

 Section 1.       Public Records

 This office, in accordance with the Ohio Revised Code Section 149.011(G), defines records as including the following: Any document – paper, electronic (including, but not limited to, e-mail), or other formats – that is created or received by, or comes under the jurisdiction of a public office that documents the organization, functions, policies, decisions, procedures, operations, or other activities of the office.  All records of the Village of Amesville are public unless they are specifically exempt from disclosure under the Ohio Revised Code.

  Section 1.1

The Village of Amesville policy is that, as required by Ohio law, records will be organized and maintained so that they are readily available for inspection and copying (See Section 4 for the e-mail record policy). Record retention schedules are to be updated regularly and prominently.

  Section 2.      Record requests

 Each request for public records should be evaluated for a response using the following guidelines:

Section 2.1

 Although no specific language is required to make a request, the requester must at least identify the records requested with sufficient clarity to allow the public office to retrieve and review them. Suppose it is not clear what records are being sought. In that case, the records custodian must contact the requester for clarification and should assist the requestor in revising the request by informing the requestor of how the office keeps its records.
 
  Section 2.2
 
 The requester does not have to put a records request in writing or provide his or her identity or the intended use of the requested public record. However, completing a public record request form will help us provide the requestor with public records more promptly.

   Section 2.3

 Public records are to be available for inspection during regular business hours, except published holidays. Public records must be made available for inspection promptly. Copies of public records must be made available within a reasonable period of time. “Prompt” and “reasonable” take into account the volume of records requested, the proximity of the location where the records are stored, and the necessity for any legal review of the records requested.
 
   

Section 2.4

Each request should be evaluated for an estimated time required to gather the records. Routine requests for records should be satisfied immediately if it is feasible to do so. Routine requests include but are not limited to, meeting minutes (both in draft and final form), budgets, salary information, forms and applications, personnel rosters, etc. If fewer than 20 pages of copies are requested or if the records are readily available in an electronic format that can be e-mailed or downloaded easily, these should be made as quickly as the equipment allows.

  All requests for public records must either be satisfied (see Section 2.4) or be acknowledged in writing by the Village of Amesville within three business days following the office’s receipt of the request. If a request is deemed significantly beyond “routine,” such as seeking a voluminous number of copies or requiring extensive research, the acknowledgment must include the following:

   Section 2.4a – An estimated number of business days to satisfy the request.

   Section 2.4b – An estimated cost if copies are requested.
 
   Section 2.4c – Any items within the request that may be exempt from disclosure.

   Section 2.5 
Any denial of public records requested must include an explanation, including legal authority. If portions of a record are public and portions are exempt, the exempt portions are to be redacted, and the rest will be released. If there are redactions, each must be accompanied by a supporting explanation, including legal authority.
  

Section 3.        Costs for Public Records

   Those seeking public records will be charged only the actual cost of making copies.

   Section 3.1 The charge for paper copies is 5 cents per page.

   Section 3.2 There is no charge for documents e-mailed.

    Section 3.3  Requesters may ask that documents be mailed to them. They will be charged the actual cost of the postage and mailing supplies. 

    
    Section 4.    E-mail

    Documents in electronic mail format are records as defined by the Ohio Revised Code when their content relates to the Village of Amesville's business. E-mail should be treated in the same fashion as records in other formats and follow the same retention schedules.

    Section 4.1 – Records in private e-mail accounts used to conduct public business are subject to disclosure, and all employees or representatives of the Village of Amesville are instructed to retain their e-mails that relate to public business (see Section 1 Public Records) and to copy them to the Village’s records custodian. Said e-mails shall be retained for a minimum of 30 days and then may be deleted by the Village’s records custodian after determining no further Administrative value.

    Section 4.2—The records custodian is to treat e-mails from private accounts as records of the public office, filing them in the appropriate way, retaining them according to established schedules, and making them available for inspection and copying in accordance with the Public Records Act. 


Section 5.        Failure to respond to a public records request

The Village of Amesville recognizes the legal and non-legal consequences of failure to respond to a public records request properly.  In addition to the distrust in government that failure to comply may cause, the Village of Amesville’s failure to comply with a request may result in a court order to comply with the law and to pay the requester attorney’s fees and damages.

Records Retention Periods for OHIO MUNICIPAL RECORDS

Section 1. - General Administrative Records

Records listed in this section are generally found in most municipal offices. These General Administrative

and General Financial record retention schedules apply to every municipal department, board,

commission or other municipal related entities unless superseded by a specific schedule.

Record Series 

1. Accident Reports \ Files Employee Injury Report Place in personnel file Bodily Injury to non-employee 6 YEARS provided no action pending Damage to Municipal Vehicle or Property 6 YEARS provided no action pending

2. Activity Reports - All types 2 YEARS
3. Agendas 6 YEARS
4. Annual Departmental Budget 5 YEARS
5. Annual Departmental Report Permanent - at 50 YEARS appraise for historical value

6. Annual Municipal Budget Permanent - at 50 YEARS appraise for historical value

7. Annual Municipal Report Permanent – at 50 YEARS appraise for historical value

8. Attendance Reports \ Records 3 YEARS
9. Audiovisual, PR & Training Materials Until information is superseded, obsolete, or replaced, then appraise for historical value

10. Badges and ID's Turn in upon termination

11. Blank Forms Until obsolete or superseded

12. Blueprints \ Vellums Until updated, superseded or obsolete, appraise for historical value

13. Budget Preparation Documents (Working Papers) 4 YEARS
14. Bulletins, Posters and Notices to Employees Until no longer administratively necessary

15. Calibration Records - All types 5 YEARS
16. City Manager's / Mayor’s Journal Permanent

17. Compliance Reports - All Types 5 YEARS
18. Continuing Education Certifications \ Class \ Seminar \ Training Attendance Records Place in personnel file

19. Contracts and Agreements 15 YEARS after expiration or termination
20. Copies - All media Official File copy Use applicable records series retention period Reading \ Informational \ Reference Copy Until no longer administratively necessary

21. Correspondence Routine Form Letters 1 year General 2 YEARS With Legislative Branch 3 YEARS Executive 5 YEARS
22. Delivery Slips \ Packing Slips 2 YEARS
23. Disaster Plans Until updated or superseded

24. Dispatcher Radio/Phone Calls Audio Recordings 30 days erase and reuse provided no action pending

25. Drafts - All Media Until no longer administratively needed

26. Drawings, Tracings, Mylars Until updated, superseded or obsolete, appraise for historical value

27. Equipment Inventories 3 YEARS
28. Equipment Maintenance Records Life of the equipment

29. Equipment Records - Personal Use Items (E.g. tools weapons, clothing etc.) Until equipment returned by employee

30. Executive Orders Until superseded, obsolete, or replaced; then appraise for historical value

31. Expense Records 3 YEARS
32. Facsimile (FAX) Logs 1 year Messages Treat as correspondence

33. Flow Charts - Operations 2 YEARS
34. Fuel Usage Records 3 YEARS
35. General Orders, Directives, Policies, Rules, Regulations or Procedures Until superseded, retain one copy until audited

36. Grant Files \ Records - Federal \ State 5 YEARS provided audited and disputes resolved

37. Hearings (Not Employee Related) Audio and Video Recordings 1 year Report of Proceedings Permanent Transcripts 5 YEARS
38. Leases Equipment 2 YEARS after expiration Real Estate 5 YEARS after expiration

39. Licenses, Permits, Certifications 1 year after expiration

40. Mail Unsolicited Mail (e.g. anonymous \ slanderous letters, groundless complaints, sales materials transitory messages, informational brochures, etc.) Until no longer administratively necessary Postal Records (e.g. Registered \ Certified \ Insured Logs or Receipts \ Postal Meter Documents) 2 YEARS Electronic Mail ( E-Mail ) Retain according to content. 
41. Mailing Lists Until updated, superseded or obsolete

42. Management \ Operations Reports Monthly \Quarterly \Semiannual Until incorporated into an annual report Annual 5 YEARS Consultant 5 YEARS
43. Manuals, Handbooks and Directives Until superseded, obsolete, or replaced. Retain one file copy 5 YEARS
44. Maps \ Plats Until updated, superseded or obsolete, then appraise for historical value

45. Material Safety Sheets Until superseded

46. Meeting Notices (Sec. 121.22 ORC) 1 year

47. Memoranda Use correspondence retention periods

48. Minutes of Meetings Approved Hardcopy Permanent Audio and Video Recordings of Meetings 1 year provided information concerning the meeting is substantially transcribed to hard copy Drafts \ Notes Until hardcopy of minutes approved

49. Municipal Publications Until superseded or obsolete, retain one copy

50. 911 System Documentation Life of System Logs 3 YEARS Printouts 1 year Recording Tapes 30 days then reuse provided no action pending

51. Oaths of Office of Elected Officials 10 YEARS after leaving office

52. Photo File (includes prints, slides, negatives, Until information is no longer current, then Transparencies and related photographic items) appraise for historical value

53. Press \ News Releases 3 YEARS
54. Printing Orders 3 YEARS
55. Project Plans \ Drawings \ As Built Life of project or obsolete then appraise for historical value

56. Receipts/Receipt Books 2 YEARS provided audited

57. Receiving Documents 3 YEARS
58. Records Retention Documents 25 YEARS RC 1, RC 2, RC 3
59. Records Requests 2 YEARS
60. Reference \ Library Materials Until superseded, obsolete, or replaced

61. Requisitions 3 YEARS
62. Research Files 5 YEARS
63. Rosters \ Directories 1 year after superseded or obsolete

64. Scrapbooks, Yearbooks Appraise for historical value

65. Speeches \ Presentations 3 YEARS
66. Statistical Reports Monthly \ Quarterly \Semiannual Until incorporated into yearly compilation Annual 5 YEARS Consultant produced 5 YEARS
67. Surveying - Field Notes Permanent

68. Surveillance Tapes \ Videos 30 days, then reuse provided no action pending

69. Table of Organization \ Organizational Charts Until superseded 

70. Telephone Messages - Telephone Records Charges \ Bills \Call Detail Records 2 YEARS provided audited Documentation Life of system

Messages Until no longer administratively necessary Service Records 2 YEARS System Equipment Inventory Continually updated, retain superseded data 1 year

71. Training Material \ Lesson Plans Until superseded

72. Uniform Record 3 YEARS, provided audited

73. Vehicle Maintenance Records Until the vehicle sold

74. Vehicle Mileage Records Until the vehicle sold

75. Visitors’ Log or Sign-in Sheets for 1 year

76. Voice Mail Messages Until no longer administratively necessary System Documentation Life of system

77. Warranties 2 YEARS after expiration

78. Work Orders 2 YEARS
79. Work Schedules 1 year after schedule changed
