	VILLAGE OF HARVEYSBURG EMPLOYEE HANDBOOK
	SECTION 14

	
	PUBLIC RECORDS



Section 14: Public Records Policy
Harveysburg

"The Village by the Lake"

79 W Main St. POB 189

Harveysburg, OH 45032 

513-897-3998   Fax 513-897-3997 

clerk@harveysburg.org

VILLAGE OF HARVEYSBURG PUBLIC RECORDS REQUEST FORM

NOTICE

A WRITTEN REQUEST FOR A PUBLIC RECORD IS NOT REQUIRED.  YOU DO NOT HAVE TO REVEAL YOUR IDENTITY.  HOWEVER, A WRITTEN REQUEST WILL HELP US TO IDENTIFY, LOCATE AND/OR DELIVER THE PUBLIC RECORDS WHICH YOU REQUEST IN A TIMELY MANNER.  OHIO LAW ALLOWS THE VILLAGE OF HARVEYSBURG TO REQUEST PAYMENT IN ADVANCE REPRESENTING OUR ACTUAL COST OF PROVIDING COPIES AND/OR ACTUAL COST OF DELIVERY.  PUBLIC RECORDS MAY BE INSPECTED FREE OF CHARGE.    

NAME: _________________________________________________________________

ADDRESS: ______________________________________________________________

PHONE NUMBER: _______________________________________________________

EMAIL: _________________________________________________________________

(Note:  Your email will be used to deliver records if the records are able to be delivered by email and you request the records be delivered by email.  Your email will not be used for any other purpose unless expressly authorized and will not be disseminated to any third party.)

REQUESTED RECORDS (Note:  please be as specific as possible regarding content, date, time, etc. of the requested record(s) so that we may identify and locate the specific record(s) in a timely manner):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

REQUESTED METHOD OF DELIVERY:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

(1) TO:
HARVEYSBURG VILLAGE RECORDS COMMISSION

(513) 897-3998

(2) FROM:  GENERAL RETENTION SCHEDULE

(3) Certification:   I hereby certify that our records commission met in an open meeting, as required by Section 121.23 ORC, and passed the retention schedules contained on these forms.  I further certify that our records commission will make every effort to prevent these records series from being destroyed, transferred, or otherwise disposed of in violation of this schedule and that so records will be knowingly disposed of which pertains to any pending case, action or request.  This was approved on 12/10/2012 as reflected by the minutes kept by this commission.


Records Commission                                                        Date                                                         Chair

(4) Subject to selection upon receipt of a Certificate of Records Disposal

Records Commission                                                        Date                                                         Chair

             Approved by the Ohio Auditor of State:

            Auditor of State                                                   Date          

NOTE:  THIS GENERAL RETENTION SCHEDULE NEITHER MODIFIES NOR SUPERSEDES ANY SPECIFIC OFFICE, AGENCY OR DEPARTMENTAL SCHEDULE ALREADY APPROVED BY THE COUNTY RECORDS COMMISSION.  A CERTIFICATE OOF RECORDS DISPOSAL, (FORM RC-3) MUST BE FILED WITH THE RECORDS COMMISSION (PHONE) BEFORE RECORDS MAY BE DESTROYED, EXCEPT WHERE INDICATED ON THIS DOCUMENT.

*MIGRATE ELECTRONIC DATA AS NECESSARY*

	Schedule

Number
	Record Title and

Description
	    Retention Period


	Media Type
	For Use by Auditor of State or  OHS-LGRP

	GRS-1
	Accident Reports /Files

(Bodily Injury to Non-Employee)
	6 years, provided no action pending.
	Paper and/or Electronic
	

	GRS-2
	Accident Reports/ Files

(Employee Injury Report)
	Place in personnel file.  Refer to schedule numbers GRS-101, 101A
	Paper and/or Electronic
	

	GRS-3
	Accident Reports/ Files

(Damage to Village Vehicle)
	6 years, provided no action pending.
	Paper and/or Electronic
	

	GRS-4
	Accounting Receipts Report

(Departmental copy, orig. held by Auditor AUD RC-2, PR-99-909)
	3 years, provided no action pending.
	Paper and/or Electronic
	

	GRS-5
	Accounts Receivable Ledger & Documents
	3 years, provided audited.
	Paper and/or Electronic
	

	GRS-6
	Accrual/Usage Reports

(Reports Vacation, Sick, Compensatory, and Personal Time)

(Departmental copy, Orig. held by Auditor. AUD RC-2, AC-00-831)
	3 years, provided audited.  RC-3 not required.
	Paper and/or Electronic
	

	GRS-7
	Adjustments of Expense Records

(Departmental copy, Orig. held by Auditor.  Aud-RC-2, AC-00-831)
	3 years, provided audited.  RC-3 not required.
	Paper and/or Electronic
	

	GRS-8
	Agendas
	2 years, provided audited.
	Paper and/or Electronic
	

	GRS-9
	Annual Reports
	Until Microfilmed
	Paper and/or Electronic
	

	GRS-9A
	Annual Reports
	Permanent
	Microfilm
	

	GRS-10
	Annual Reports from Outside Agencies (Unsolicited)
	Until no longer of administrative value.  RC-3 not required.
	Paper and/or Electronic
	

	GRS-11
	Application for Employment

(Unsuccessful/ Not Hired)
	1 year after receipt, provided audited
	Paper and/or Electronic
	

	GRS-12
	Appropriation Adjustment

(Departmental copy, Orig. held by Auditor. AUD-RC-2, AC-00-831)
	3 years, provided audited.  RC-3 not required.
	Paper and/or Electronic
	

	GRS-13
	Attendance Reports/Records
	3 years, provided audited
	Paper and/or Electronic
	

	GRS-14
	Audio/Visual PR & Training Materials
	Materials of historical value transfer to Archives.  Other materials retain until superseded, obsolete, or replaced.
	Paper and/or Electronic and/or audio/video tape.
	

	GRS-14A
	Audio/Visual PR & Training Materials with Historical Value
	Permanent.  Migrate as necessary.
	Paper and/or Electronic and/or audio/video tape.
	

	Schedule

Number
	Record Title and Description
	Retention Period
	Media Type
	For Use by Auditor of State or OHS-LGRP

	GRS-15
	Audit Reports

(Federal, State, Internal)
	5 years, provided audited
	Paper and/or Electronic
	

	GRS-16
	Authorization Forms for Signatures, E-mail, Internet, and Telephone
	Place in personnel file. Refer to schedule numbers GRS-101, 101A.
	Paper and/or Electronic
	

	GRS-17
	Badges & IDs
	Confiscate upon termination of employment, and then destroy. RC-3 not required.
	Paper and/or plastic and/or electronic
	

	GRS-18
	Bank Deposit Receipts
	3 years, provided audited.
	Paper and/or Electronic
	

	GRS-19
	Bank Statements
	3 years, provided audited.
	Paper and/or Electronic
	

	GRS-20
	Benefits Cost Summary Report

(Departmental copy, Orig. held by OMB. OMB RC-2, 01-13)
	Retain until audited, RC-3 not required.
	Paper and/or Electronic
	

	GRS-21
	Bids (Copies – Successful)
	3 fiscal years after expiration of contract.
	Paper and/or Electronic
	

	GRS-22
	Bids (Original – Successful)

(If made part of a contract and filed with contract)
	15 years after expiration of contact.
	Paper and/or Electronic
	

	GRS-23
	Bids (Unsuccessful)
	2 years after letting of contract
	Paper and/or Electronic
	

	GRS -24
	Blank Forms
	Until obsolete or superseded.  RC-3 not required
	Paper and/or Electronic
	

	GRS-25
	Blue Prints, Vellums, Drawings, tracings, Mylars
	Appraise for historical value.  Non-historical materials retain until information is superseded, obsolete, or replaced.
	Paper and/or Electronic
	

	GRS-26
	Blue Prints, Vellums, Drawings, tracings, Mylars with Historic Value
	Until microfilmed.
	Paper and/or Electronic
	

	GRS-26A
	Blue Prints, Vellums, Drawings, tracings, Mylars with Historic Value
	Permanent
	Microfilm
	

	
	
	
	
	

	Schedule

Number
	Record Title and Description
	Retention Period
	Media Type
	For Use by Auditor of State or OHS-LGRP

	GRS-27
	Budget, Annual County

(Departmental copy, Orig. held by Board of Commissioners COMM RC-2, 01-5A)
	3 years, provided audited. Prepared in triplicate. Initially, one (1) copy retained by Board of Commissioners, two (2) copies filed w/Budget Commission. (One copy then retained by Budget Commission, one (1) copy returned to Board of Commissioners w/ certification, which is the permanent record.  Upon receipt of certified record, Board of Commissioners can destroy copy initially retained.)
	Paper and/or Electronic
	

	GRS-28
	Budget, Annual Departmental/Office

(Commissioners-Approved Copy)
	5 years, provided audited.
	Paper and/or Electronic
	

	GRS-29
	Budget Preparation Documents, Annual Departmental/Office (Working Papers)
	5 years after final date of approval, provided audited.
	Paper and/or Electronic
	

	GRS-30
	Bulletins, Posters, Notices to Employees
	Until no longer of administrative value.    RC-3 not required.
	Paper and/or Electronic
	

	GRS-31
	Calendars (Desk/Appointment)
	3 months after end of calendar year.  RC-3 not required.
	Paper and/or Electronic
	

	GRS-32
	Calibration Records
	5 years, provided audited.
	Paper and/or Electronic
	

	GRS-33
	Cancelled Checks
	3 years, provided audited.
	Paper and/or Electronic
	

	GRS-34
	Cash Books and Cash Journals
	3 years, provided audited.
	Paper and/or Electronic
	

	GRS-35
	Cell Phone Records
	6 years after audit
	Paper and/or Electronic
	

	GRS-36
	Charity Campaign Records
	3 years, provided audited.
	Paper and/or Electronic
	

	GRS-37
	Check Registers
	3 years, provided audited.
	Paper and/or Electronic
	

	GRS-38
	Claims and Litigation Records
	5 years after case is closed and appeals are exhausted.
	Paper and/or Electronic
	

	GRS-39
	Compliance Reports
	5 years, provided audited.
	Paper and/or Electronic
	

	GRS-40
	Continuing Education Records
	Place in personnel file.  Refer to schedule numbers GRS-101, 101A
	Paper and/or Electronic
	

	Schedule

Number
	Record Title and Description
	Retention Period
	Media Type
	For Use by Auditor of State or OHS-LGRP

	GRS-41
	Contracts
	15 years after expiration.
	Paper and/or Electronic
	

	GRS-42
	Cookies (Computer)
	Until no longer of administrative value. RC-3 not required.
	Paper and/or Electronic
	

	GRS-43
	Copies of Records
	Until no longer of administrative value.    RC-3 not required.
	Paper and/or Electronic
	

	GRS-44
	Correspondence (Routine)

(This includes referral letters, requests for routine information or publications provided to the public by agency which are answered by standard form letters.)
	1 year, and until no longer of administrative value.  RC-3 not required.
	Paper and/or Electronic
	

	GRS-45
	Correspondence (General)

(This includes both internal and external correspondences; also correspondence from various individuals, companies, and organizations requesting information pertaining to the agency and other miscellaneous inquires.  This correspondence is informative and does not attempt to influence agency policy.)
	2 years, and until no longer of administrative, fiscal, or legal value.
	Paper and/or Electronic
	

	GRS-46
	Correspondence (Executive)

(This includes correspondence of the heads of the agency and their executive staff dealing with significant aspects of the administration of their offices.  Correspondence includes information concerning agency policies, program, fiscal, and personnel matters.)
	5 years, and until no longer of administrative, fiscal, or legal value.
	Paper and/or Electronic
	

	GRS-47
	Cost Center Summary Report

(Departmental copy, orig. held by OMB RC-2, 01-13)
	3 years, provided audited.  RC-3 not required.
	Paper and/or Electronic
	

	GRS-48
	Delinquent Tax and Assessment Collection Fund Records 

(O.R.C. 149.38D)
	At least 4 years.
	Paper and/or Electronic
	

	GRS-49
	Delivery Slips/Packing Slips
	2 years provided audited
	Paper and/or Electronic
	

	GRS-50
	Demonstration or Sample Material
	Until no longer of administrative value.    RC-3 not required.
	Paper and/or Electronic
	


	



