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PUBLIC RECORDS POLICY
It is the policy of the Tuscarawas County Auditor's Office that, as required by Ohio law, records
will be organized and maintained so that they are readily available for inspection and copying. It
is the policy of County Auditor's Office to strictly adhere to the state’s Public Records Act. All
exemptions to openness are to be construed in their narrowest sense and 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 Public Records Policy along and the
Records Retention Schedule can be found attached to the County Auditor’s Personnel Manual
and it has been provided to the employees. The Public Records Policy and the Records Retention
Schedule are posted in the Auditor's Office, the Appraisal Office and the GIS Office. As
provided in section 149.43 (E)(1) the Auditor or his designee shall attend three (3) hours of
approved training.
I

Definition of a Public Record

The Tuscarawas County Auditor's Office, in accordance with the Ohio Revised Code, defines
records as including the following: Any document – paper, electronic (including, but not limited
to, e-mail), or other format – 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 County Auditor's Office are public
unless they are specifically exempt from disclosure under the Ohio Revised Code.
II

Request of Public Records

Although no specific language is required to make a request, the requestor must at least identify
the records requested with sufficient clarity to allow the public office to identify, retrieve, and
review the records. If it is not clear what records are being sought, the records custodian must
contact the requestor for clarification, and should assist the requestor in revising the request by
informing the requestor of the manner in which the office keeps its records.
The requestor does not have to put a records request in writing, and does not have to provide his
or her identity or the intended use of the requested public record. It is Auditor's Office general
policy that this information is not to be requested. However, if the requestor wishes to put the
request in writing, a Public Records Request Form is available.
III

Availability of Public Records

Public records are to be available for inspection during regular business hours, with the exception
of 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.
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Process for Releasing Public Records

Each request should be evaluated for an estimated length of time required to gather the records.
Routine requests for records should be satisfied immediately if 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 emailed or downloaded easily, these should be made as quickly as the equipment allows. [If more
copies are requested, an appointment should be made with the requestor on when the copies or
computer files can be picked up.]
All requests for public records must either be satisfied or be acknowledged in writing by the
County Auditor's Office 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 acknowledgement must include the following:
A.
B.
C.

An estimated number of business days it will take to satisfy the request.
An estimated cost if copies are requested.
Any items within the request that may be exempt from disclosure.

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 released. If there are redactions, each redaction must be accompanied by a supporting
explanation, including legal authority. If the request is in writing, the explanation must also be in
writing.
The County Auditor’s Office maintains a log to track public records requests, which includes the
following: date request received, name of requestor (if voluntarily provided), type of records
requested, date request was fulfilled, any redactions (if applicable) and the employee fulfilling
the request.
V

Costs of Releasing Public Documents

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

C.
D.
E.
F.
G.
2

First 10 single or double sided copies of a copy request will be provided within a
reasonable period of time, free of charge.
Any additional single or double sided copies beyond the 10 free copies as stated
above will be provided within a reasonable period of time at five (5) cents per
sheet.
Copy requests by all other governmental offices will be free of charge.
Personal copies cost five (5) cents per sheet.
There is no charge for documents e-mailed.
Downloaded computer files to a compact disc will be at current rate for media
GIS maps with parcel lines only will be $.50 per 8.5x11 and $3.00 for 30x30
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GIS maps with photos and lines will be $1.00 per 8.5x11 and $5.00 for 30x30
Copy requests may be faxed to the requestor.

Requestors may ask that documents be mailed to them. They may be charged the actual cost of
the postage and mailing supplies. Requestors can also pick-up the documents in person.
VI

Maintenance of Public Records

The Records Retention Schedule is reviewed and updated regularly. While the County Auditor's
Office considers most of our documents to be public records, Section 149.43 of the Ohio Revised
Code states which records are not subject to public disclosure. Disposal of any public records is
done in accordance with the Records Retention Schedule approved by the state. Any disposals
have to be approved in advance by the County Auditor using the approved internal disposal form.
Employment and Payroll information will be provided in accordance with Section 2.10 of the
Tuscarawas County Auditor’s Personnel Manual
VII

E-Mails as Public Records

Documents in electronic mail format are records as defined by the Ohio Revised Code when their
content relates to the business of the office. E-mail is to be treated in the same fashion as records
in other formats and should follow the retention schedule.
Records in private e-mail accounts used to conduct public business are subject to disclosure, and
all employees or representatives of this office are instructed to retain their e-mail that relate to
public business and to copy them to their business e-mail accounts and/or to the office’s records
custodian.
The records custodian is to treat the e-mails form private accounts as records of the public office,
filing them in the appropriate way, retaining them per established schedules and making them
available for inspection and copying in accordance with the Public Records Act.
VIII

Failure to Respond to a Public Records Request

The County Auditor's Office recognizes the legal and non-legal consequences of failure to
properly respond to a public records request. In addition to the distrust in government that failure
to comply may cause, the Auditor's Office failure to comply with a request may result in a court
ordering the County Auditor's Office to comply with the law and to pay the requestor attorney’s
fees and damages. If a requestor transmits a written request by hand delivery or certified mail to
inspect or receive copies of any public record in a manner that fairly describes the public record
or class of public records to the public office or person responsible for the requested public
records, except as otherwise noted in this policy, the requestor shall be entitled to recover the
amount of statutory damages (($100.00) per day for the first ten (10) days) for failure to properly
respond to the request.
3

Originally adopted September 2007

PUBLIC RECORDS REQUEST FORM – OPTIONAL
This form does NOT need to be completed in order to make a public records request. The
constituent is NOT required to put the request in writing. Only use if constituent wishes to put
request in writing.
Date of Request
Name (Optional)
Address (Optional - required if
requesting records to be mailed)

City/State/Zip (Optional required if requesting records to be
mailed)
Phone (Optional)
Email (Optional - required if

requesting records to be emailed)

Description of records (be as specific as possible to ensure you receive the documents you are
requesting)

Format requestor would like the records produced in
Paper
Electronic
Other: Please specify
Method requestor would like to receive the requested records
In person
Email
Standard mail
Electronic media: Please specify
Other: Please specify

Please forward this form to the person responsible for maintaining the public records you
are requesting.
For office use:
Yes

No

Request acknowledged (Date)
Phone

Email

Mail

Yes

No

Recorded in Public Records Log

Yes

No

Records request completed (Date)

Ohio History Connection
State Archives of Ohio
Local Government Records Program

OHIO
HISTORY

CONNECTION

Page 1 of
OHIO HISTORY CONNECTION

800 E. 17th Avenue
Columbus, Ohio 43211-2474
614.297.2553
localrecs@ohiohistorv.org
www.ohiohistory.org/lgr
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STATE AND LOCAL
GOVERNMENT RECORDS

RECORDS RETENTION SCHEDULE (RC-2)- Part 1
See instructions before completing this form. Must be submitted with PART 2
Section A and Section B must be filled out and signed by local government before submission to the State Archives

Section A: Local Government Unit
County Auditor

Tuscarawas County
(Local Government Entity)

r

"7
(Signatte©

Responsible Official)

(Unit)
Larry Lindberg

County Auditor

(Name)

(Title)

(Date)

See ORC 149.38 - ORC 149.412 for Records Commission

Section B: Records Commission

330-365-3240

Tuscarawas County Records Commission

125 East High Avenue
(Address)

information

New Philadelphia

44663

(City)

(Zip Code)

(Telephone Number)
Tuscarawas
(County)

To have this form returned to the Records Commission electronically, include an email address:
Commissioners(ftjco.tuscarawas.oh.us

1 hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules listed on this
form and any continuation sheets. I further certify that our commission will make every effort to prevent these records series from being destroyed,
transferred, or otherwise disposed of in violation of these schedules and that no rccord will be knowingly disposed of which pertains to any pending
legal case, claim, action or request. This action is reflected in the minutes kept by this commission.

issionA^hair Signature
Records Commission,

Date

I

Section C: Ohio Historv Connection - State Archives

Signature

Suction D:: Auditor of
ot Stati
State

Signature

Date

Title

Date

s\ / \

UTYflr

Please Note:

Title

The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission retain a permanent
copy of this form

SAO-/LGRP-RC-2 (Part 1& 2 ), Revised

August 2018
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2
See instructions before completing this form.

Tuscarawas County

County Auditor

(Local Government Entity)

(1)
Schedule
Number

(Unit)

(2)

(3)

(4)

(5)

(6)

Record Title and Description

Retention Period

Media Type

For use by
Auditor of
State or
LGRP

RC-3
Required
by
LGRP

Appraisal and Real Estate
19-167

Copies of Land Contracts (Recorder's Office is the
custodian of the original copy)

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017

7 years provided
recorded

Paper

•
•
•
•
•
•
•
•
•
•
•
•
•

