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Attachment A
Ord. 53-08 (Passed Dec. 1, 2008)

Village of Genoa
Public Records Policy

PURPOSE

The Village of Genoa acknowledges that it maintains many records that

are used in the administration and operation of the Village. In

accordance with state law and the Village of Genoa’s Records

Commission, the Village of Genoa has adopted Schedules of Records Retention

and Disposition (RC-2) that identify these records. These schedules identify

records that are stored on a fixed medium (paper, computer, film, etc.) that are
created, received, or sent under the jurisdiction of the Village of Genoa and
document the organization, functions, policies, decisions, procedures, operations,

or other activities of the Village of Genoa. (R.C. 149.011(G); R.C. 149.43

(A)(1)). The records maintained by the Village of Genoa and the

ability to access them are a means to provide trust between the public C
and the Village of Genoa. - R

i

SCOPE

A Each office, department or fanction that maintains records has a -

designated employee who serves as the custodian of all records maintained
by the office, department or function.

1. Each record custodian has a copy of the Viltage of Genoa’s Public
Records Policy, (R.C. 149.43 (E)(2)).

B. The Village of Genoa’s public records policy, as well as, the Village of
Genoa’s Schedules of Records Retention and Disposition (RC-2)are
located at every location in which the public may access the Village of
Genoa records.

C. The-Village of Genoa’s Public Records Policy is located in the Village of
Genoa’s Policies and Procedures Manual.

D. The Village of Genoa displays a copy of the Village’s Public Records
Policy at every location in which the public may access the Village of
Genoa records.
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I1L. FEES

A

1.

The Village of Genoa, in accordance with Section 149.43 of the
Revised Code, has established the following fees for providing copies
or reproductions of public records maintained by the Village:

“For photocopies of either letter or legal size documents, the fees
shall be as noted on Form A per photocopy calculated from the
first photocopy. Advanced payment is required before any copies
are prepared. Two sided photocopies shall be charged at a rate of
as noted on Form A (actual cost) per sheet.

For video tapes, cassette tapes or for any other type of media,
the fee shall be the replacement cost or the reproduction or
copying cost. Reproduction costs shall only be charged if
commercial or professional services are contracted to
provide the copy.

Established costs/fees under this policy shall be clearly posted and
visible to the public at all locations authorized to provide copies of
public records.

IV. AVAILABILITY/INSPECTION

A.

All public records maintained by the Village of Genoa shall be
promptly prepared and made available for inspection to any person
during regular business hours as well as a copy of the Village’s
current records retention schedule(s). (R.C. 149.43 (B)(1)).
Promptness is determined by the facts and circumstances of each
public records request. Regular business hours for the Village of
Genoa are Monday through Friday (except holidays), from 8:00
am. to 5:00 p.m.

For the purpose of enhancing the ability of the Village of Genoa to
identify, provide for prompt inspection as well as, provide copies
of the requested items in a reasonable period of time, the Village
shall provide to the requester Form A for the requester to
complete.

Prompt inspection and copies of records within a reasonable
amount of time contemplates the opportunity for legal review.

‘Although the Village of Genoa may ask the requestor to make the
request in writing, for the requestor’s identity, and may inquire
about the intended use of the information requested, the requestor
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shall be advised that the requests are not mandatory; and the
requestor’s refusal to complete Form A does not impair the
requestor’s right to inspect and/or receive copies of the public

record. (R.C. 149.43 (B}(5)).

3. - Any person, including corporations, individuals, and even
governmental agencies, may request public records, and will be
allowed prompt inspection of public records and copies within a
reasonable amount of time upon request.

In the event a request is made to inspect and/or obtain a copy of a record
maintained by the Village of Genoa whose release may be prohibited or
exempted by either State or Federal law, the request shall be forwarded to
the Village of Genoa’s Solicitor for review. The person submitting the
request shall be advised that their request is being reviewed by legal
counsel to ensure that protected and/or exempted information is not

improperly released by the Village of Genoa.

Records, whose release is prohibited or exempted by either State or
Federal law, or not considered public records as defined by R.C. 149.43
(AX(1), shall NOT be subject to public inspection. The following
represents a partial list of records maintained by the Village of Genoa that
may not be mspected or copied:

1. Medical Records as defined in R.C. 149.43(A)(3);
2.  Trial preparation records as defined in R.C. 149.43 (A)(4);

3. Confidential law enforcement investigatory records as
defined in R.C. 149.43 (A)2);

4, Police officers residential and familial information as
defined in R.C. 149.43 (7);

5. Information pertaining to the recreational activities of a
person under the age of eighteen as defined in R.C.
149.43(8);

6. Records the release of which is prbhibited by State or
Federal law;

7. Any other exceptions set forth in R.C. 149.43.
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Public Records Requests

A Mailed Request for Public Records:

1.

Upon receiving a written request for copies of a public
record made in accordance with Section 149.43 of the
Ohio Revised Code via the United States Postal Service,
the Village of Genoa Fiscal Officer shall prompily
respond to the request.

An anthorized employee of the Village of Genoa shall, by
any means practical, contact the requestor and advise
them that advance payment is required prior {o providing
copies of public records, and in addition, the fee shall
also include the cost of postage and the envelope.

When practical, the Village of Genoa may forward copied
records by any other means reasonably acceptable to the
requestor.

(8) If a person requests a copy of a public record, the
Village of Genoa shall permit the requestor to
choose to have the public record duplicated on

- paper or upon the same medium upon which the
Village of Genoa maintains the public record or
upon any other mediwm upon which the record can
reasonably be duplicated as an integral part of the
normal operations of the Village of Genoa, or the

- responsible Viilage of Genoa employee for the
public record. (R.C. 149.43(B)(6)(7))-

(b)  Persons seeking copies of public records are not

permitted to make their own copies of the requested
records by any means. (R.C. 149.43(B)(6)).

In accordance with R.C. 149.43(B)(7) of the Ohio Revised
Code, the Village of Genoa limits the number or
requested public records, to be transmitted through the
U.S. Mail, to a maximum of ten records per month, unless
the requestor certifies that the records or information

in them will not be used for commercial purposes.

(a)  “Commercial Purposes” shall be narrowly

construed and does not include reporting or
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gathering news, reporting or gathering information
to assist citizen oversight or understanding of the
operation or activities of government, or nonprofit
education research.

Authorized Village of Genoa employees shall comply with
the following procedures upon receiving a valid public
record request through the U.S. Postal System:

(@)
(b)

Fiscal Officer shall promptly process requests.

Requestors shall be charged the postage fees and the

cost of the envelope required to properly send the

requested records through the mail.

B. Written or verbal requests for copies made by the public records requester or their
designee shall be processed in the same manner as mailed requests.

Response and Denials

A. Requests for inspection and/or copies of public records, which are not maintained
by the Village of Genoa shall be processed in the following manner:

L.

If the Village of Genoa receives a request for a record that
it does not maintain or the request is for a record which is
no longer maintained, the requestor shall be so notified in
writing that one of the following applies:

(@)

(b)

(©)

(d)

The request involves records that have never been
maintained by the Village of Genoa,

The request involves records that are no longer
maintained or have been disposed of or transferred
pursuant to applicable Village of Genoa Schedules
of Record Retention and Disposition (RC-2);

The request involves a record that has been
disposed of pursuant to an Application of the One-
Time Records Disposal (RC- 1);7

If the record that is requested is not a record used or
maintained by the Village of Genoa, the requestor
shall be notified that in accordance with R.C.
149.40, that the Village of Genoa is under no
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obligation to create records to meet public record
requests.

B. Ambiguous or Overly Broad Request for Public Records:

If a requestor makes an ambiguous or overly broad request or has difficulty in
making a request for copies or inspection of public records such that the Fiscal
Officer cannot reasonably identify what public records are being requested:

1. The Village of Genoa may deny the request.

2. However, the Village of Genoa shall provide the requester
with an opportunity to revise the request by informing the
requestor of the manner in which records are maintained by
the Village of Genoa in the ordinary course of business.
(R.C. 149.43(13)(2)).

C. Denial of a Record Maintained by the Village of Genoa:

The Village of Genoa may deny a request for a record maintained by the Village
of Genoa if:-

1. The record that is requested is prohibited from release due to
_applicable State or Federal law.

(a) Employees of the Village of Genoa shall consult the
Village Solicitor if they are unsure of whether the
record requested should be withheld from
disclosure.

D Fiscal Officer shall notify the requester, in
writing, if the request is prohibited by
statutory exclusion.

(ii) Otherwise, the Solicitor will respond with
the legal authority for a denial.

2, As govemed by R.C. 149.43(B)(3), if a request is ultimately
denied, in part or in whole, the Village of Genoa shall
provide the requestor with an explanation, including legal
authority, setting forth why the request was denied.

(a) If the initial request was provided in writing then the
explanation shall also be provided in writing.
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(b) The explanation shall not prectude the Village of Genoa
from relying upon additional reasons or Jegal authority in
defending an action commenced pursuant to R.C. 149.43.

D. Redacting Exempted Records/Procedure

L.

(2)

(b)

“Redaction” means obscuring or deleting any information that is exempt
from the duty to permit public inspection or copying from an item that
otherwise meets the definition of a “record” in Section 149.011 of the
Ohio Revised Code. (R.C. 149.43(A)(11)).

A redaction shall be deemed a denial of a request to inspect or copy the
redacted information, except if Federal or State law authorizes or requires
a public office to make the redaction. (R.C. 149.43(B)(1)).

If a request is ultimately denied, in part or in whole, the Village of Genoa
shall provide the requester with an explanation, including legal authority,
setting forth why the request was denied. (R.C. 149.43(B)(3)).

If a public record contains certain information that is exempt from the duty
to permit public inspection or to copy the public record, the Village of
Genoa shall make available of the information within the public record

that is not exempt.

When making that public record available for public inspection or copying
that public record, the Village of Genoa shall notify the requester of any

redaction or make the redaction plainly visible. (R.C. 149.43(B)(1)).

The releasing c—:mployee shall then reproduce a copy of the .page with the
redactions; the resulting copy shall be the page that is released to the

requester.

The first reproduction page with the original redaction made by the
employee is the work sheet. It shall be attached to the original record, and
maintained in accordance with the retention period established for the

original document.

Grievances

If a person allegedly is aggrieved due to the inability to inspect a public
record or due to the inability to receive a copy of the public record, the
person shall be advised that they may: -

(a) Contact the Village Administrator.






Attachment A
Ord, 53-08 (Passed Dec. 1, 2008)

(b) If the person is not satisfied after contacting the Village Administrator
they shall be advised that Ohio Revised Code Section 149.43 provides a
legal means for addressing their complaint in these disputes. (R.C.

149.43(CY1)(2))-

TRAINING AND EDUCATION

The Village of Genoa continues to update and address all education, training,
disclosure, and policy requirements mandated by Ohio Revised Code Section
109.43 and Ohio Revised Code Section 149.43 (EXD)(2).
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VILLAGE OF GENOA
| Public Records Policy

The Village of Genoa (Village) acknowledges that it
maintains many records that are used in the
" administration and operation of the Village.

The records maintained by the Village and the ability to
access them are a means to provide trust between the

public and the Village.

The Village maintains its records in a manner which
allows the Village to provide the general public prompt
inspection of the Village's public records.

Copies of records are available within a reasonable
amount of time during the regular business hours

(8:00 a.m. to 5:00 p.m.).

The Village maintains a public records policy and a
Schedule of Records Retention (RC-2). If you can not
find either of these documents, please consult an
employee for assistance.

March 15, 2008
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Appendix A

Schedule of Records Retention and Disposition

VILLAGE OF GENOA, OHIO

Table of Contents

General Administrative Records

Airport Records (Not Applicable)

Building Planning and Zoning Records
Cemetery Records (Not Applicable)
Council Records

Court Records (Not Applicabie)
Engineering and Street Records

" Financial Records

Fire (Not Applicable} & Police Records (see Police Dept)
Health Records (Not Applicable}

Legal Records

Parks & Recreation Records

Payroll & Personnel Records

Water, Sanitary Sewer & Electric Records
Transient Records

Form A; Records Request Form

Section

' Section

Section

Section

Section

Section -

Section
Section
Section
Secﬁon
Section
Section
Section
Section
Section

Section

10
11
12
13
14
15

16
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Fiscal Officer

Appendix A

@ c —
c o [}
Schedule of Records Retention and Disposition w 2 | 555 w g
VILLAGE OF GENOA, OHIO =2 |38%| ®8
ol §
20 D a & =)
] o £ o= =
- - _ SE | 352} 858
Section 1. General Administrative Records gF |73 3 8
_ <
Record Series Title Suggested Retention Period RC -1 RC-2 RC -3

1 |Accident Reports \ Files

Employee Injury Report

Place in personnel file

Bodily Injury to non-employee

6 years provided rio action pending

Damage to Municipal Vehicle or Property

6 years provided no action pending

2 |Activity Reports - All tynes 2 years

3 |Agendas 8 years

4 |Annual Department Budget 5 years
| 5 |Annual Department Report Permanent

6 |Annual Village Budget Permanent
| 7 JAnnual Village Report Permanent
| 8 JAttendance Reporf\Records 3 years

9 |Audiovisual, PR & Training Materials

“Untit info is mctmﬂmmama.ocmo_mwm_ replaced

10 |Badges & ID's

Tumn in at termination

11_|Bland Forms

Uniil obsolete or superseded

12_|Blueprints\Wellums

Unitil updated,superseded or obsolete

13 _[Budget (Working Papers)

4 years

CADocuments and mmﬁ»mzmm,m_qm<:o_aw/§< Documents\Boards and Commissions\Records Commission\031608 Records Retention Policies
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- = 153
VILLAGE OF GENOA, OHIO =) 3 e 8 T A
L0 - Sy = 3 e o
H| @ =5 2 T2
. . v g g L F 3802 g3
Section 1. General Administrative Records i g k>
<
|Record Series Title Suggested Retention Period RC -1 RC -2 RC -3
| 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 equipment
| 29 |Equipment Records - Personal Use ltems .
{Eg. Tools weapons,clothing etc. Unill aquipment 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
i 33 |Flow Charts - Operations 2 years
| 34 |Fuel Usage Records 3 years
_ 35 _Om:mﬂm_ Orders, Directives, Policies, Rules

Regulations or Pracedures

Until superseded, retain 1 copy until audited

C:\Documents and Seftingsigreynolds\My Documentis\Boards and Commissions\Records Commission\031608 Records Retention Policies
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Schedule of Records Retention and Disposition 28 |s58| © g
VILLAGE OF GENOA, OHIO = @ 5 M F] -1
: 20 A S o
W o o2 B
. dmini i 2g dsS| 88
Section 1. General Administrative Records sF 18 =3 8
<
|Record Series Title Suggested Retention Period RC -1 RC -2 RC -3
Annual 5 years
Consultant _ 5 years
| 43 |Manuals, handbooks and Directives Uniil superseded, obsolete, or replaced

Retain one file copy 5 years

| 44 |Maps\Plats Until updated, superseded or obsolete, then
: appraise for historical vallue

[ 45 [Material Safety Sheets . Until superseded

| 46 _z_mmzzn Notices (Sec.121.22 ORC) 1 year

| 47 [Memoranda Use correspondence retention periiods

| 48 [Minutes of Meetings

Approved Hardcopy Permanent
Audio & Video Recardings of Meetings 1 year provided info.concerning the meeting
is substantially transcribed to hard copy
Drafts\Noles Until hardcopy of minutes approved
| 49 |Village Publications Until superseded or obsolete, retain 1 copy

{ 50 1911 System

Documentation Life of system

Logs . 3 years

Printouts 1 year

Recording Tapes 30 days then reuse provided no action pend.

C:A\Documents and Settings\greynolds\My Documents\Boards and Commissions\Records Commission\031608 Records Retention Policies 6
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o C —
c o W
Schedule of Records Retention and Disposition w 2 |s58| © 3
| VILLAGE OF GENOA, OHIO “E5 1322]| w4
L2 0 w w 7 2 »
e (580 &5
- . . = & e
Section 1. General Administrative Records s | @ 8 ol I
<
Record Series Title Suggested Retention Period RC -1 RC -2 RC -3

63 |Rosters\Directoris

1 year after supersesded or obsolete

_

64 |Scrapbooks, Yearbooks

Appraise for historical value

65 |Speeches\Presentations

3 years

66 [Statistical Reports

Monthiy\QuarterhASemiannual

Until incorporated into yearly compliation

Annual

5 years

Consulatant produced

5 years

67 |Surveying - Field Notes

Permanent

68 |[Surveilance TapesVideos

30 Qm<.m. then reuse provided no ation pending

69 |Table of Organization\Organizational Charts

Until superseded

70 |Telephone Messges- Telephone Records

Charges\Bills\Call Detait Records

2 years provided audited

Documentation

" Life of System

Messages

until no longer adminstratively necessary

Service Records

2 years provided audited

System Equipment Inventory

Continually updated, retain superseded data

1 year

| 71 [Training Material\Lesson Plans

Until superseded

| 72 JUniform Record

3 years, provided audited

C:Documents and Settings'\greynolds\My Docurments\Boards and Commissions\Records Commission\031608 Records Retention Policies
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Appendix A
Schedule of Records Retention and Disposition
VILLAGE OF GENOA, OHIO

Section 2. Airport Records (Not Applicable)
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Attachment A Village Administrator
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A © 5 =
Schedule of Records Retention and Disposition m g |sEs5| B8
2 1]
VILLAGE OF GENOA, OHIO & 5 &8 I a
..;w o w w B = 0
Bg | 580 &5
¥ - - u u = .= o
Section 3. Building, Planning and Zoning Records al= | © m s O 8
<
Records Series Title Suggested Retention Record RC -1 RC -2 RC -3
13 [Building Sign Inspection Files Permanent
| 14 [Case Files -Board of .mEE_:m_ Standards 10 years
and Appeails
| 15 [Case Files - Board of Zoning Appeals 10 years
| 18 [Certificates of Insurance 2 years after expiration, provide no claims
[pending
| 17 |[City Building Code Until superseded; retain 1 copy permanently
| 18 ._0033::=< Development Reports Lintil no longer of administrative vaiue
| 19 [Complaints _ 2 years, provided no action pending
| 20 |Condemnation and Demolition Records Permanent
I 21 [Contractor's Registration 2 years
| 22 [Demalition Permits Permanent
| 23 [House Number Record Permanent
| 24 Housing, Land Use, Population, and Other Until no longer administrative value; appraise
|Special Studies for historical value
| 25 |index to Board of Zoning Adjustments 25 years

CiDocuments and .mmpﬁ.:mm..mqm<:o_am/§< Documents\Boards and Commissions\Records Commission\031608 Records Retention Policies 12
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Attachment A S Village Administrator
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A

(] [ —
c_ o ©
Schedule of Records Retention and Disposition w 2 |scs5f © 8
- @
VILLAGE OF GENOA, OHIO =8 | 383 8A
“.w (0] w ) w ...m w
gg |550]| s55§
- P - - = = Q
Section 3. Building, Planning and Zoning Records apE | ? M.m “ 1 © m
<
Records Series Title Suggested Retention Record RC -1 RC-2 RC-3
39 |Rezoning Applications Until final action taken and recorded
| 40 [rezoning case Files - 5 years after final decision rendered
| 41 [Street Name Change Record Permanent
| 42 [Street\Aliey Vacation case Files _Permanent
43 _m:_g_sm_o: Files Permanent
44 |Transportation research Files 10 years; appraise for historical value
45 |[Urban renewal Files . Obsolete; appraise for historical value
| 46 |Violations | Until corrected or adjudicated by a court
| 47 |Zoning Case Log 25 years
48 |Zoning Certificate for Occupancy and
Use of Land and Buildings Permanent
[ 49 {Zoning Change Request 5 years, provided no action pending
| 50 {Zoning Permit Applications 1 year after final decigion rendered
| 51 |Zoning Permit Record Permanent
t 52 [Zoning Variance case Files 5 years after final decision made

CihDocuments and Settings\greynolds\My Documents\Boards and Commissions\Records Commission\031608 Records Retention Policies 14
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Attachment A , Fiscal Officer
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A

@ [ —
= ks ©
Schedule of Records Retention and Disposition O,m 2 | 5ES 5 8
- = @
VILLAGE OF GENOA, OHIO tg |38 §3
L0 B a £2. rm v
™ o £ Do =P
, . 2E | 333 ]| 88
Section 5. Council Records S g © 8
<
|Records Series Title . Suggested Retention Record RC -1 RC -2 RC-3
| 1 [Charter and Amendments Permanent
I 2 {Councit member's Files Term of Office; appraise for historical vaiue
| 3 [index to Council Minutes Permanent
| 4 ]Index to Ordinances\Resolutions Permanent
t 5 ]Liquor License Requests
Approved 3 years
Denied 1 year
| 6 [Ordinances Permanent
| 7 {Petitions (miscellaneous not filed sisewhere 5 years
8 |Proclamations 2 years
9 [Reports to Council 5 years
| 10 [Resolutions Permanent
[ 11 ISubject and Administrative Files - 5years

Ci\Documents and Seltings\greynolds\My Documents\Boards and GommissionsiRecords Commissiom031608 Records Retention Policies 16
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Attachment A | Village Administrator
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A o = =
Schedule of Records Retention and Disposition m m 55 S .w 3
VILLAGE OF GENOA, OHIO paly - m a2l w8
L0 Q. =
ge |288| £¢
- - - = & Q
Section 7. Engineering and Street Records ar | @ 3 | °g
<
|Records Series Title Suggested Retention Record RC -1 RC-2 RGC-3
| A. Engineering Records
| 1 ]Aerial Photographs Until superseded than appraise for historical
|value
| 2 lBridge Plans _ Life of Bridge
[ 3 [Bridge Inspection reports 10 years
I 4 ]Change Orders Place in project file
I 5 |Village Properiies File . Permanent
| 6 |[Village Zoning Maps Permanent
I 7 Contractors' prevailing Wage Records * b years
| 8 [DayBooks 3 years
| 9 [Federal Project Files 5 years after project completed & audited
[ 10 JHouse Number Record Permanent
[ 11 _]Job Orders 3 years
{ 12 |Maintenance Orders 2 years

C:\Documents and Settings\greynoldsiMy Documents\Boards and Commissionsi\Records Commission\031608 Records Relention Policies 18
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Attachment A . . Village Administrator
Ord. 53-08 {Passed Dec. 1, 2008)

Appendix A

@ [ond —
< S o
Schedule of Records Retention and Disposition n_mu 3 |s5E8| B8
e Th O
VILLAGE OF GENOA, OHIO ol m 2| ®a
s & 2
sz |sEa| B8
- . . = 2 Q
Section 7. Engineering and Street Records o | © 8 °8
< .
Records Series Title Suggested Retention Record RC -1 RC-2 RC-3
7 _m:mmﬁ Opening Permits 3 years
[ 8 IStreet Repair Cost Summary Record 3 years, provided audited
[ 9 |Sireet Repair Record 3 years
I 10 [Traffic Study Files Untit superseded, appraise historical value
L1

€:\Documents and Settings\greynolds\My Documents\Boards and Commissions\Records Commissioni031608 Records Retention Policies 20
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Attachment A
Ord. 53-08 (Passed Dec, 1, 2008)

Fiscal Officer

Appendix A

@ = —
c o o (1]
Schedule of Records Retention and Disposition m 2 BES ..w <
VILLAGE OF GENOA, OHIO c2 |3ez]| 53
on Do & =AY
8g |s2a] 5%
" L] - = .= Q
Section 8. Financial Records ar | © g © 8
b
Records Series Title Sugested Retention Record RC -1 RC -2 RC-3
13 |Bad Check or Bad Debt Records 2 years after payment or settlement
| 14 [Balance Sheets 3 years
[_15 [Bank Deposit Records
{Receipts, Recongiliation slips, staternents) 3 years provided audited
| 16 _|Bid Bonds
Successful hidder Retain until accepted project perform.bond
Unsuccessful bidder Return after project awarded
| 17 IBids - Successful 15 years after completion of project
{_18 [Bids - Unsuccesstul 2 years after letting of the contract
[ 19 [Block Grant Documentation 5 years
|_20 [Bond Register Permanent
[ 21 [Canceled Checks 3 years provided audit
| 22 [Canceled Warrants 3 years, provided audit
[ 23 [Capital Improvement Bonds Paid off, audited, appraise for historical value
L 24 {Cash Books\Cash Reporis 3 years
| 25 |Cash Receipts and Disbursements 3 years, & audited

C:\Documents and Settings\greynolds\My Documents\Boards and Commissions\Records Commission\031608 Records Retention Policies
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Attachment A Fiscal Officer
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A o g m
Schedule of Records Retention and Disposition m 2 | 5556 .w g
VILLAGE OF GENOA, OHIO 2 1383 %3
oD Taol €9
B o Rk < I £
X . . =2 £ 3821 &g
Section 8. Financial Records g - m g £
<
|Records Series Title , Sugested Retention Record RC -1 RC -2 RC -3
| 39 |Encumbrance Documents 3 years
{ 40 |Encumbrance and Expenditure Journal 7 years, provided audited
| 41 |Federal Revenue Sharing Account 7 years, provided audited
| 42 [Fixed Assets Record . - 10 years
| 43 |General Ledger 25 years
[ 44 [indebtedness Statement Permanent
[ 45 ]Insurance Policies 2 years after expiration, all ¢laims settled
|46 [Intergovernmental tax Receipts - . 3 years, provided audited
[ 47 [investment Records 3 years, provided audited
|_48 [Invitation to Bid (ITB) _ 2 years
| 49 |invoices and Supporting Documents 3 years
| 50 JLicenses . Term of license plus 1 year
| 51 [Monthly Report of Municipal Court . 3 years, provided audited
{ 52 |Monthly Statement of Balances 3 years, provided audited

C:\Documents and Settings\greynoids\My Documents\Boards and CommissionsiRecords Commission\031608 Records Retention Policies 24
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Attachment A Fiscal Officer
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A @ = -
Schedule of Records Retention and Disposition m @ | 55 .w, 8
VILLAGE OF GENOA, OHIQ 8 | 328 | R&
o0 bt = o
"o £TA T D
. . . =2 E @» 8 S 8
Section 8. Financial Records G - mm o3 &
<
Records Series Title Sugested Retention Record RC-1 | RC-2 | RC-3
65 |Receipts and Expenditures Report -Auditor 3 years _
| 66 |Receiving Documents : 3 years
[ 67 |Reconciliation Sheets, Bank Accounts 3 years, provided audited
| 68 |Record of Funds Received . 3 years, provided audited
| 69 JRefund Check Ledger 5 years, provided audited
| 70 |Remittance Advice 3 years
| 71 |Request for Proposals (RFPs) 2 years
1”72 |Retirement System payments\Records Permanent
| 73 |Retirement System Exemp.Record (Waiver) Permanent
| 74 |Sales Tax Records 4 years
|_75 |Settiement Sheet or Tax Distribution from 10 years
County Auditor .
| 76 |Solicitor's or Peddler's Permit 1 year after expiration
| 77 [Special Assessments Until paid off and audited
| 78 |Surety Bonds - Special 10 years after expiration

C:ADocuments and Seftings\greyneldsiMy Documents\Boards and Commissions\Records Commission\031608 Records Retention Policies 26
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Attachment A
Ord. 53-08 (Passed Dec. 1, 2008)

Fiscal Officer

Appendix A o 5 ®
Schedule of Records Retention and Disposition m 3 |s58]| ® g
VILLAGE OF GENOA, OHIO g 1322 ®4
52 |22 58
. . . : A E o]
Section 8. Financial Records g | @ g ©3
<
[Records Series Title Sugested Retention Record RC -1 RC -2 RC -3

| 3 |Business Income tax Reconciliation Form 6 years
1 4 [Closed Account 6 years
| 5 [Control Sheet 6 years
[76 [Corporaie parinership ﬂac.oﬂmé Income Tax

Return 6 years

{7 |Daily Posting Recapitulation

3 years, provided audited

| 8 |Detailed Cash Receipl Record

6 years

! 9 |Definquent Account Records

Until paid and audited

| 10 |Declaration of Estimated Income Tax,

Business and Individual 6 years
| 11 |Final Return for the Year 6 years
[ 12 ]Individual's Tax Return 6 years
I 13 [Quarterly Notice of Installment Due 6 years
| 14 jQuarterly Payment Statement 6 years
75 TRefund Voucher 6 years
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Attachment A
Ord. 53-08 (Passed Dec. 1, 2008)

: Appendix A
Schedule of Records Retention and Disposition
VILLAGE OF GENOA, OHIO

Section 9. Fire and Police Records (Not Applicable)
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Attachment A Solicitor
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A @ £ =
Schedule of Records Retention and Disposition m 3 |s58]| ® e
VILLAGE OF GENOA, OHIO -8 |32%)] w6
=% [ 282] £8
: SE 3585 88
Section 11. Legal Records MT m o3 &
[Records Series Title Suggested Retention Period RC -1 RC - 2 RC -3
| 1 ]Case Files, Givil . 10 years provided no action pending
[ 2 |Case Files, Criminat . 20 vears provided no action pending
| 3 ]Village Property Files Permanent
[ 4 [Claims for Damages 2 years after case settled, appeals exhausted
I 5 JCourt Transcripts 3 years after case seitled
I 6 [Deeds Permanent
| 7 |Easements Permanent
| 8 [Legal Notices .
Tear Sheets 2 years
Proof of Publication 5 years
[ 9 [Legal Opinions from Village Legal Counsel Permanent
| 10 [Liability Waivers 3 years provided no action pending
1 11 [Seltlements 3 years
| 12 [Worker's Compensation Claims 10 years after date of fincal payment
_
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Attachment A
Ord. 53-08 (Passed Dec. 1, 2008)

Fiscal Officer

Appendix A @ 5 =
Schedule of Records Retention and Disposition w 2 |® t5 w g
VILLAGE OF GENOA, OHIO t2 |3&2| §8
Ln B @ =)
W Qo ~ o 2 T e
. SE | 3851 88
Section 13. Payroll\ Personnel Records 5= 8 8
<
|Records Series Title Suggested Retention Period RC -1 RC-2 RC-3
[ A. ]Payroll Records
| 1 ]Application for PERS Refund or Waiver Permanent
| 2 ICourt Orders for Payroll Deduction Until employee terminates, order rescinded
I 3 [Employee Earning Record Contiinually compiled and updated until
termination. Information placed in Personnel
File yearly.
| 4 Employee Income Tax Withholding Certificate 3 years after terminated, provided audited
|Withholding Payment Record 8 years, provided audited
[ 5 [Employee Pay Records Continually updated until termination then
[place into Personnel File.
|6 _|Employee Withholding Requests Until replaced or revoked by employee
| 7 |Employer Quarterly Federal Tax Return 4 years, provided audited
| 8 |Gamishment Orders Until employee terminates or order rescinded
| 9 Leave Balances\Reports
| Bi-weekly Report of Leave Use and Balances Until incorporated in annual leave balances
, Ireport
Annual Employee Leave Use\Balances Report 5 years
Annual Leave Use and balances by Village 25 years

C:\Documents and Settings\greynolds\My Documents\Boards and Commissions\Records Commission\031608 Records Retention Policies
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Attachment A Fiscal Officer
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A

@ [ —
o K=} ]
Schedule of Records Retention and Disposition Om 2 |6585 ,.m g
VILLAGE OF GENOA, OHIO =F |32%] ®A
L0 3 o & = w
8¢ |sEa] %5
. = E Q
Section 13. Payroll \ Personnel Records s | @ $ =l °3
b
|Records Series Title Suggested Retention Period RC -1 RC-2 RC -3
Person Not Hired Destroy after 2 years
Copies Until no lenger administratively needed
| 2 |Commendations, Promotions Place in Personnel File

|3 |Employee Exposure to Hazardous
Chemicals\Biological Hazards or Infectious

Diseases Reports Place in Personnel File

[ 4 [Employee Performance Evaluation 5 years

| 5 Employee Sick Leave & Vacation Balances Continually updated by Fiscal Office unil
employee terminates. Balances verified
yearly and recorded in Personnel File

| 6 |Employee Time Cards\Sheets 3 years

|7 JEmployee Training Records Place in Personnel File

| 8 |Employee History Record Card Permanent, in lieu of Personnel File

| 9 ]Grievance Hearing Records 1 year after resolved”

| 10 Insurance Enrallment Record 1 year after employee leave employment
|at Village.

[_11 JJob\Position Description 1 year after mcum_qmmama
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>ﬁm0:_iim:" A Fiscal Officer
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A

b c -
c o 4]
Schedule of Records Retention and Disposition Om 3 | BES B 8
VILLAGE OF GENOA, OHIO e 1383 84
8 n Bo2l S0
: W e o 2 £ P
i ‘ L2E | 35851 &8
Section 13. Payroll \ Personnel Records = 8 8
<
Records Series Title Suggested Retention Pericd RC -1 RC -2 RC-3
22 |Unemployment Compensation Case Files 4 years after date of final payment
|23 |Worker's Compensation Case Files 10 years after date of final payment
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Attachment A
Ord. 53-08 (Passed Dec. 1, 2008)

Public Works and Billing Dept.

Appendix A . o < =
Schedule of Records Retention and Disposition w m ‘5 m 5 © m
s = @
VILLAGE OF GENOA, OHIO “2 1322 | wA
Sl gk g o
"o 250 =5
. 2E 1385 88
Section 14. Water and Sewer Records 2 - g 3
<
[Record Series Title Suggested Retention Record RC-1 | RC-2 | RC-3
14 [Meter & Valve Location Record Permanent
15 |Meter Reading Records 4 years
16 |Meter Test Records 3 years
17 |Monthly Account Register 10 years
18 |Monthiy Collection Report 3 years, audited
19 |Project Files Until project completed, final report issued
20 |Project Final Reports Permanent
21 |Property Records (Deeds Right-of-Way,
Annexations, Vacations, Easements Permanent
22 [Rate Schedules Until superseded
23 |Security Deposit Records Until refunded to the depositor
24 |Security Deposit Refund Requests Until audited
25 |Sewer Rent Record 3 years, provided audited
26 |Sewer\Water Billing Stubs 3 years, provided audited

C:aDocuments and Settings\greynolds\My Documents\Boards and Commissions\Records Commission'031608 Records Retendion Policies
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Attachment A Public Works and Billing Dept.
Ord. 53-08 (Passed Dec. 1, 2008)

Appendix A ® 5 =
Schedule of Records Retention and Disposition ,Om 3 5 E 5§ o]
P [
VILLAGE OF GENOA, OHIO “8 |328] ®a&
S D Bol €
™ o £ 0= £ D
- St | 855S| 8¢
Section 14. Water and Sewer Records o g iy
g _
{Record Series Title Suggested Retention Record RC -1 RC -2 RC -3
| 5 [Monthly Lab Testing Summary Reports 25 years
I' 6 [Rainfall Statistics 5 years
| 7 |Septic Tank Hauler Record 3 years, provided audited
[ 8 [well Maintenance and Field Logs 10 years after well is capped
_
_
_
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Attachment A
Ord 53 08 (Passed Dec 1, 2008)

FORM A RECORDS REQUEST FORM
VILLAGE OF GENOA
Contac:t' Charies Brinkman, Fiscal Officer @ (419) 855-7791 or cbrinkman@genoachio.org

o M*: S
Please check the box in front of the Section you are requesting records.
On the lines under the section checked, briefly describe the records being requested.

Sections Sections

General Administrative Records | | 2 Airport Records (NA)

Building Planning & Zoning Records Cemetary Records (NA)

Council Records : Court Records (NA)

Engineering & Street Records : Financial Records

Fire (NA) & Police Records B I Health Records (NA)

L egal Records Parks & Recreation Records

Payroll & Personnel Records Water, Sanitary Sewer & Electric Records

Transient Rcords

ltems in "bold™ are records maintained by the Village of Genoa.
items not not in "bold” are maintained by agencies sther than the Village of Genoa.

Cost per Photocopy: Single sided Copy Two sided Copy

No. Pages $ 0.10 ea. $ 015ea. Lefter Size Paper
No, Pages $ 0.15 ea. - $ 025 ea. Legal Size Paper
No. Pages $ 025 eca. $ 040 ea. - 1" % 17" Size Paper

Electronic (CD)

FormA Records Request






RECORD OF ORDINANCES

Diytot Legal Blank, Inc. Form No, 30043

Ordinance No. 53-08 Passed _PDes.cmb o [ 20 88

AN ORDINANCE ESTABL'SHING SECTION
151.04 OF THE CODIFIED ORDINANCES OF
THE VILLAGE OF GENOA ENTITLED
PUBLIC RECORDS POLICY.

WHEREAS It is necessary for the Vilage of Genoa to adopt a Public Records Policy fo satisfy the
requirements of the Chio Public Resords Act, and

WHEREAS, the Council of the Village of Genoa wishes to promote opan and aceountable governmant by
enacting Section 151 .04 of the Cocified Grdinances of the Village of Genoa entified Public Records Policy,

and
WHEREAS, the Public Revords Policy is attached to and made a part of this Ordinance as Exhibit "

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE VILLAGE OF GENOA, OTTAWA
GOUNTY, OHIO: .

SECTION 1. That the Councll of the Vilage of Genoa, does hereby establish Section 151.04 of the
Codified Ordinancas of the Villags of Genoea eniiled Public Records Poliy, and said Public Records
Policy is attached to and made a part of this Ordinance as Exhibit "A",

SECTION 2. That the Fiscal Officar is hereby directed to post in each deparimental offise of the Village of
Genea the Public Records Policy. )

SECTION 3. it is found and determined that all formal actions of this Council conceming and refating ko the
adoption of this Ordinance were adopted in an open meeting of this Gouncil and that all deliberations of

- this Council and any of its commitiees that restlted in such formal action, were in meatings open o the
publiz, in sompliance with all legal requiremanis of the Viilage of Ganca, and the State of Ghio,

SECTION 4, This Ordinance shel take effect at the eariest date allowed by law.

First Reading: Nosewtsz 3,200 F
Second Reading: Mopesbe. 17, 00T
w&

Third Reading:

Passad MMYE&S g Neys &

gzﬁ ; o~ .
iscal Oﬁcer Prepgdenl of Councit

) I
Mayor

FISCAL OFFICER'S CERTIFICATE AS TO PUBLICATION

This 1 o cariffy that publication of the feregeing was duly made as provided in Orcinance 52-07 adapted
by the fcllowing method:

By posting cerfified coples thereof in the six (8) public places specified in Codified Ordinance No. 105-01
and by Ordinance No. 52-07, said posting having been accomplished on the following date:

focowh v 2 , 2008,
giea 2, A

Fiscal Cfficer







