PUBLIC RECORD POLICY

Ashland County Treasure Office

Section 1. Public Records

This office, in accordance with the Ohio Revised Code, defines records as
including the following: Any document - paper, electronic, or other format
— that is created or received by, or comes under jurisdiction of a public office
that documents the organization, functions, policies, decisions, procedur4s,
operations, or other activities of the office. All records of the Ashland
County Treasurer are public unless they are specifically exempt from
disclosure under the Ohio Revised Code.

Section 1.1

It is the policy of Ashland County Treasurer that, as required by Ohio law,
records will be organized and maintained so that they are readily available
for inspection and copying. Record retention schedules are to be updated
regularly and posted prominently.

Section 2. Record requests

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

Section 2.1

Although in 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. Ifitis not
clear what records are being sought, the records custodian must contact the
requester in revising the request by informing the requestor of the manner in
which the office keeps its records.



Section 2.2

The requestor does not have to put a records request in writing and does not
have to provide his or her identity of the intended use of the requested public
record.

Section 2.3

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. Copies of public records must be 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 length of time required to
gather the records. Routine requests for records should be satisfied as soon
as practical. All requests for public records must either be satisfied or be
acknowledged in writing by the County Treasurer’s office within a
reasonable time. If a request is deemed significantly beyond “routine” such
as seeking voluminous number of copies or requiring extensive research, the
acknowledgement must include the following:

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

Section 2.5

Any denial of public records 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.



Section 3.0 Cost of Records

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

Section 3.1
The charge for paper copies is 10 cents per page.
Section 3.2

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

Section 4.0 E-mail

Documents in electronic mail format are records as defined by the Ohio
Revised Code when their content relates to the business of the office.

Revised 3/29/2019
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ASHLAND COUNTY Records Commission ¥/$-REF-06e 8 Telaphgn% ﬁ%’;&’;Séé
CINDY A. FUNK, ASHLAND COUNTY TREASURER

ro:

RN

sertification: No record shall be retained, destroyed, transferred, or otherwise disposed of In viclation of this
dule. No record shall be destroyed If it pertains to any pending case, claim, or action. When records listed on

'orm are to be microfiimed and the originais W please stipulate. .
uthorized department official / 7, W /P&/g’/

Name, title Date
\pprovals:
hairman, Records Commission: g /2/95
"Date
SIS Us T
hio Historical Society: M G~
/ Date
iditor of State: MZ/ Z )72, /A/ ?,a)y,?f
Name ) Date
O] Y (8
dule .. Racord title and description Retention For use by approving agencies
ber period
7-1 DUPLICATE MANUFACTURED HOME Until Auditgd
" Arranged chronologically, by the Audifjor
therein alphabetically by taxing| of State anqg
district. Shows mobile home Audit report
registration number, owner, address is releasged. )
of court or park, tax and penalty
and date paid.
7-2 ADVANCE PAYMENT CERTIFICATES - | Until Auditgd ~ AUST @ =% 0
: 1st half and 2nd half Payment of pudit icpuie =
Mobile Home .
Arranged chronologically by " Apg g
payment. Contains duplicate copjes " et - :‘”“" fhe veers
of advance payment receipts for Bage: o 200 T g, f;éor
taxes showing name and address ,qu',,,-‘,’f“":‘f Aot ty ;f‘ ds
of property owner, taxing distrigt, 31’5"1'.1“: 5F Sivie g i“)e‘e
kind of property, assessment ratg, re-'ea.’f":rt has bogsy
taxable value assessment and Selc asey PUsyand to‘
date paid. - 117,25 Onre,
-3 RECEIPT BOOKS, CIGARETTE, VENDORS, Until Auditpd
PERSONAL PROPERTY, AND REAL ESTATE OHIO HISTORICAL SOCIETY
Stubs or carbon copies of originals
issued for payments of fees, etd. .
AUG1 71998
STATE AND LOCAL
GOVERNMENT RESGADS
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

r ASHLAND COUNTY Records Commission ' Telephona Number

FROM: _CINDY A. FUNK, ASHLAND COUNTY TREASURER

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violation of this
edule. No record shall be destroyed If it pertains to any pending case, claim, or action. When records listed on

form are to be microflimed and the originals %y? please stipulate.

Jttr— Fh/p

Authorized department official i
Name, title Date
Approvals: M /,/W /
Chairman, Records Commlsslon. LJ X‘/ Y/ ?{
Dite
Jhio Historical Society: 5’@"2- % Paﬁe. l
Name Date
4 /"
\uditor of State:
Name Date
- (8) @) (8)
dule Record title and description Retention For use by approving agencies
nb¢ period .
97-4 STATE TAX RECORDS (INHERITANCE Until Last
TAX RECEIPTS) assessment is
Arranged by year. Contains a| Paid
record of estate tax payments .
showing decedent taxing district, Lt
value of estate, amount taxable, CetTTT
assessment, date tax certified \‘,,(‘,._..j;,';f S et
. L v (}5 ,.,u'h 40! _;“...',_-.J
and paid. Px\'»(“'f‘;“" ; it \
7-5 . | JOURNAL OF COURT WARRANTS REDEEMED Until Auditgd P .
Arranged chronologically by _ e ‘j "‘1 b (s
payment. Contains a record of : & iy
redemption of court warrants by : we g
the treasurer showing for each: i i 200 wme
payee, number, date issued, amourt, au._u rasort has Ceen
and date paid. : released pursuunt o A
Sec. 117.26 U.R.C. 4
)7-6 .| TAX DUPLICATES - REAL ESTATE Twenty yeard
Arranged chronologically, appraise for
therein alphabetically by taxing| Historical
district and taxpayer. Contains OHIC HISTORICAL SQCIETY
list of taxes assessed against
real property within the county e a
showing property owner, range, AUG 171998
township, section, acreage, STATE AND LOG
7 _ /AL
parcel number, value of property, ~ AAACKIT Popim:
tax, delinquency, and date paid, GOVERNMENT RECORDS
Also contains record of special
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

. ASHIAND COUNTY
r Records Commission Telephone Number
FROM: CINDY A. FUNK, ASHLAND COUNTY TREASURER

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violatio
' ’ ’ » n of thi
1edule. No record shall be destroyed If it pertains to any pending case, claim, or action. When records llsuads on

i form are to be microflimed and the odglnaw_yod please stipulate.
Authorized department. official ///L"Z‘/ ;LZ_%O /P///’/?‘/
title

Name, Date

Approvals: f i ":é .
Chairman, Records Commission: ' Y 4 47/
bidme U " Date
Ohio Historical Society: See ?Aﬁ,e_ /
Name A Date
it t
Auditor of State:
Name Date
' (6) @) (8)
_ l;!.xle Record title and description Retention For use by approving agencies
mo: period
97-6 Continued -
assessments showing nature of o
public improvement, assessment, AN *;\wo
and record of exempted real Lo we
property value. o 0“.“&30(.‘:'\ oxhd (‘(’:\‘\0336(\
wost O T XY
. . QW o\
97-7 TAX STUBS Until Auditpd PO 1@
Arranged chronologically by Keep Three f{rs.
payment. Contains treasurer's i enee iha YORTS
copy of receipts for all taxes : Ruaied “‘“‘“j’f’ L e e
en;:g_‘«'.‘"z’._:.};’"’ LR T (EC-I-L)

paid showing date, name, type
and amount of tax, penalty and

total paid.
97-8 REAL PROPERTY DAILY DETAIL AND Keep Three
CASH REPORTS Years

Date, parcel number, amount
paid, stub number, special
assessments pro ject number.

OHIO HISTORICAL SOCIETY

AUG1 71398
STATZ AND LCGAL

.

GOVERNMENT RECORDS
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

r ASHLAND COUNTY Records Commission Telephone Number

FROM: CINDY A. FUNK, ASHLAND COUNTY TREASURER

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violation of this
jedule. No record shall be destroyed If it pertains to any pending case, claim, or action. When records listed on

\ form are to be microfiimed and the originals d d, please stipulate.
ot o g //'ZZ,%P{Z&;;“ Dha/op

Authorized department official
Name, title Date

Approvais: % - 24 W / )
Chairman, Records Commission: ﬁ/ /! 95
VA

N¥me Date
See Page |

Ohio Historical Soclety:

Name Date
l'\ it
Auditor of State:
Name Date
) () @) (8)
;ule Record title and description Retentlon For use by approving agencies
mbe period
97-9 SETTLEMENTS SUMMARY OF CHARGES Five Years
REAL, MOBILE, AND PERSONAL after Date qf : aditad by the
A:E'ranged c’:hronologically, settlement, Prov..(rjfd fagi‘}idan\é lme
therein alphabetically by taxing| provided Audited. AUd':t"" ol ‘t’l‘.""’released_
district. Records treasurer's Administratiye/ Audit report 1S
semi-annual settlements with Fiscal :
taxing districts showing real .
and personal taxes collected and 4 emsame P u3STS
credited, collections from other e ot 1 cocords
sources, and amount debited. T ea iy ine
97-10 FORM SEVEN, TAX COLLECTION Until Auditéd - ot ’f’j‘;‘:'t.f“e
320 Lwbe

REGISTERS (Collection Register, Keep Three
Daily Record of Taxes Collected)| Years
Arranged chronologically.
Contains treasurer's daily recor
of tax collections showing date,
total collected, and for each

yment: Taxpayer, taxing distrfict,
gal?lount paid, and kind of tax. QHIO HISTORICAL SOCIETY

RC.

| =)

AUG 1 71998

STATZ AND LOCAL
GOVERNMENT RECURDS
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

' ASHLAND COUNTY Records Commission Telephone Number

FROM: CINDY A. FUNK, ASHLAND COUNTY TREASURER

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of in violation of this
hedule. No record shall be destroyed If it pertains to any pending case, claim, or action. When records listed on

s form are to be microflimed and the oﬂglnalw'd, ;1!:9/0 stipulate.
Authorized department officlal /Z/ /MM f/ ///’ /7 /

Name, title Date
Approvals: : é%! p_uiTa W /
Chairman, Records Commission: _ 3 9){
Name ~ Date
Ohio Historical Society: A'] (
Name Date
{
(! !
Audlitor of State:
Name Date
. 8) ) (8)
dule Record title and description Retentlon For use by approving agencies
mb: period
— \ b N ‘x; o
97-11 TAX DUPLICATES - PERSONAL FROPERTY Two Years A \ A
CURRENT GENERAL after End of (NS e = a0
Arranged chronologically, Fiscal Year e “ ‘;.L g (©°
therein alphabetically by taxing | Provided Audjted PN @t .

district and taxpayer. Contains
list of persons owing personal
property tax showing for each
year: property value, assessment|,
penalty and tax due, and date paif.

97-12 TAX DUPLICATES - CURRENT CLASSIFIED

: O hsen auiied]
o i el Two Years hudior of Siate 2ng the
Arranged chronologically, after End of] audit raport has been
therein alphabetically by taxing | Fiscal Year, eudt apat fas boe

district and taxpayer. Contains | Provided Audjted Sec. 117.25 O.R.C.
classified tax list showing year,
taxpayer, return number, class o
property and tax rate, total val‘i,
assessment and penalty, total tax

due, advance payment, balance duel,
and date paid. ' AUG 1 7 1998

OHIO HISTORICAL SOCIETY

STATE AND LOCAL
GOVERNMENT RECGADD




-m RC-2 ' Page 6_of _16

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

ro: ASHLAND COUNTY Records Commission Telephone Number

Fh_.: CINDY A. FUNK, ASHLAND COUNTY TREASURER

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violation of this
edule. No record shall be destroyed [f it pertains to any pending case, claim, or action. When records listed on

form are to be microfliimed and the odglnﬂ%yod lease stipulate. )
Authorized department officlal {%Z ; ARG f//)//q f/

Name, titie Date
Approvals: \ W ) //
Shairman, Records Commission: M S 4

Name L/ Date
dhio Historical Society: S’-e < ; A—q -2 /

Name Date

I
i

\uditor of State:

Name Date

® @ ®)
dule Record title and description Retention For usae by approving agencies

nber period
97; ) TAX DUPLICATES - DELINQUENT PER-| Five Years

SONAL (ORC 5719.04)
Arranged chronologically, '
therein alphabetically by taxpayer. .
Contains lists of persons owing
delinquent personal property ta;cis
showing for each: years, name and
address of property owner, tax
and penalties, total due, and

date paid
97-14 TAX DUPLICATES - DELINQUENT
"LASSIFIED - SEE 97-47 Providad avdited by the
udii - Ctate g the
97-15 FINANCIAL DATLY REPORTS & FORM S[X Until Audited A“’gt‘crfj{ S et
Arranged chronologically. Keep Five Audit report is re:2a3s0.
Contains copies of treasurer's Years, Then -
daily financial statements to Destroy et meens e R

L e Sn resards

County Auditor, showing year, o
(aeq - uiited O e

day, and for each fund: name, i
Cevtitisd Fom sio.rocments and fudity of Sintc aind the
ortiiied fom St audis raniet has been
releaszd pursuant to
Sec. 117.26 O.R.C.
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

ro:  ASHLAND COUNTY Records Commission Telephone Number
CINDY A. FUNK, . ASHLAND COUNTY TREASURER

FR_.4:

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of in violation of this
edule. No record shall be destroyed If it pertains to any pending case, claim, or action. When records listed on

form are to be microfiimed and the originals %y‘» please stipulate.
Authorized department official ”QZ ” Ch S— oo/ 07—/ ff

Name, titie Date
Approvals -
chairman, Records Commission: / 5’;" anita W g/ /9 /
(Ngme (& " Date

dhio Historical Society:

Name Date
( T
wuditor of State:
Name Date
(6) @ (®
lule : Record title and description Retention For use by approving agencies
nber period
97- . FINANCIAL MONTHLY REPORTS Until Auditid by the
Arranged chronologically. Keep five ygars Provided ¢ audite ‘é ‘e
Contains copies of treasurer's Then Destroy Auditor of Siat2 and
monthly financial statements to Audit repoit i is released.

county auditor, showing year,
month, and for each fund: name,
previous balance, receipts, and
disbursements during the month,
and present balance in each fund|

Aird RIS the yagr

: e 2 e recorge
97-17 FINANCIAL YEARLY CONDENSE REPORT| ~Keep Five Ypars — Av'ii Srome o 5, L8
Full year of financial reports Until Auditpd - B "apart l;’b _;33 the
Then Destro feicasss . 'ILt en
97-18 ORDERS FOR THE TRANSFER OF FUNDS Sec. 137,95 0?%;: 0
Arranged chronologically by Until Auditpd
order. Contains original orders| Keep Five Ypars
from auditor to treasurer to Then Destr
transfer funds, showing date of
order and number, fund debited, )
fund credited, amount, date to be QHIO HISTORICAL SOCIETY
transferred, and signature of
Deputy Auditor
P AJG 1 71993

STATZ AND LOCAL
ORDS

OVERNMENT RECORD
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

ASHLAND COUNTY Records Commission Telophone Number
CINDY A. FUNK, ASHLAND COUNTY TREASURER

ro:

FhM:

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violation of this
edula. No record shall be destroyed If it pertains to any pending case, claim, or action. When records listed on

form are to be microflimed and the orlglnaZ d;m:zﬁ, please stipulate.
SUn e & //)’
Int /¥

Authorized department officlal
Name, Date

Is: '
:Ahpa‘;;:vaan, Records Commission: W Z(/*/Zé%z// ;/// 4’{
Name

Se< o |

Name Date

Lt Ll

Jhio Historical Society:

\uditor of State:

Name Date

(6) @ (8)
Record title and description Retention For use by approving agencies

dule
period

nber

14

97 ) DAILY BALANCE SHEET Until Audited

Arranged chronologically. Provided auditad by the
Contains cogy of treasurer's daily Auditar of Siate and fhe
statement of transactions to i . -
auditor showing cash balance at Audit report is released,
beginning of day, receipts and
disbursements during the day,
and balance at the end of the day.

97-20 - PAY-INS . Until Auditpd
Arranged chronologically by
payment. Contains a record of u%y

d the

fees paid into the county treas
as bogg

showing date, by whom paid, and :
total paid. reicased pursuant ¢,
Sec. 117.25 U.R.C.

o8
&Lt repor:

97-21 FORFEITURES AND FORECLOSURES Permanent
Arranged by year, therein Legal

alphabetically by taxing distriqt ‘Historical
and taxpayer. Contains lists of
land certified as tax delinquent
which have been foreclosed or
forfeited to the state, showing
year certified delinquent, land-
owner, taxing district, descripyjion
of land, acreage, lot number,
parcel number, years delinquent,
assessment, penalties, interest,
total tax due, and date forfeitdd or foreclosdd.
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

fo: ASHLAND COUNTY Records Commission Telephone Number

FruM:  CINDY A. FUNK, ASHLAND COUNTY TREASURER

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violation of this
edule. No record shall be destroyed If it pertains to any pending case, claim, or action. When records listed on

form are to be microfiimed and the originals, fostr yed, please stipulate.
Ui

Taer ____ Fp o7

Authorized department official
Name, titie Date

Approvals: % >, W g/ / '
Zhairman, Records Commission: 4 7/
Name /4 Date
dhio Historical Society: § < = F/aﬁ.a ‘
Name Date
(“ L
\uditor of State:
‘ Name Date
: ) @ (8)
dule Record title and description Retention For use by approving agencies
nber period
97-22 JOB DESCRIPTIONS Until Superskded
or Classifichtion
37-23 RECORDS OF EXAMINATION OF THE Abolished
TREASURY .
Arranged chronologically ty Obsolete
examination. Contains a record Appraise for
of the examiner's report of the | Historical Value
county treasury, showing date of
report, total debits and credits,
itemized debits and credits, debijt
or credit balance, narrative remarks . .
and signature of examiners.
37-24 UNDERTAKING TO PAY TAXES RECORD Obsolete
(Wittemore)
Arranged alphabetically, therqin
chronologically by filing. Contgi
Bof installment o " OHIG HISTORICAL SOCIETY

a record of installment payment
agreements entered into by ownexs

of real property on which taxes AUG 1 71998
and assessments are delinquent,
showing property owner, and taxirg STATZ AND LOCAL

district, description of property

. NRAENT RECORD!
total tax and assessements due,y‘+ GOVERNMENT RECORDS
ents,

-

date of agreement, record of pa
and date final payment made.
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

0. ASHLAND COUNTY Records Commission Telephone Number
M: CINDY A. FUNK, ASHLAND COUNTY TREASURER

F.

Cartification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violation of this
edule. No record shall be destroyed Iif it pertains to any pending case, claim, or action. When records listed on

form are to be microfiimed and the originals ml‘%’!&mﬂt
Authorized department official 7% l /7 & o>— %/7/
Name, title Date

Approvals: , M / /
Shairman, Records Commission: < Whragh b & /(2
Geae v,

Sez ?Pv';a (

dhio Historical Soclety:

Name Date
\uditor of State:
Name Date
() @ (8)
iule Record title and description Retention For use by approving agencies
niser period
GENERAL RECORDS RETENTION SCHEDULES
37-25 ANNUAL BUDGETS Permanent
Historical
)7-26 ANNUAL REPORTS Permanent )
Historical
17-27 APPLICATIONS FOR EMPLOYMENT One year aftpr
receipt
)7-28 AUDIT REPORTS (Bureau of Inspection . o
and Supervision) Permanent . 4o ™ he
(\ _\ 6\'\6\ n(\d \'\\
17-29 BANK DEPOSIT RECEIPTS Two Years afiter po¥0°  S@° eas®™
End of Fiscdl p\\.ld“o‘ ot \S
Year, provided 'y ,atf©
Audited by Audito%‘
of Srace 0410 HISTORICAL SOCIETY
17-30 BANK STATEMENTS (ORC 1304.29) Three years AUG 1 71998
after end of
Fiscal Year STATZ AND LOCAL
provided Audited GOVERN;"JTTNT RECORDS
by Auditor ¢f State udrted means: the years
Fiscal enceanassed by the records
hai: f:zen 2udited by the
AL of State and the
eucit regori has bean
reicased pursuant to
Sao IR2%8 6B
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

N

}

FrJM:

Records Commission

CINDY A. FUNK, ASHLAND COUNTY TREASURER

Telephone Number

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violation of this
hadule. No record shall be destroyed If it pertains to any pending case, claim, or action. When raecords listed on

3 form are to be microflimed and the originals d

e stipulate.

L

/77

o
Authorized department official s
Name, title Dato
Approvals: ) W . / /
Chairman, Records Commission: M 8 /198
Name U Date
Ohio Historical Soclety: See : 7= |
Name Date
l¢ (
Auditor of State:
Name Date
N (6) : @) (8)
ule Record title and description - Retention For use by approving agencies
imber period
97-51 BOND REGISTERS Permanent
Fiscal Legal
Anad DY ms
« Vm '3'..} ot o\~
97-32 CANCELLED CHECKS (ORC 1304.29) Three years provided 2207 ona e
after Fnd of Auditor o S leased:
Fiscal Year, pudit report
Provided Audited
by Auditor of State .
Rudited mazns: the vears
97-33 - LEAVE REQUESTS (Sick and Vacatior]) Three years encomyassed by the records
after End off have Leen audited by the
Fiscal Year Fetitar of Stte and ' the
Provided Audited audit renot hes oen
by Auditor df State  reiaessd pirsuant 4
Fiscal Set. 117.25 O.RC.
97-34 OFFICIALS' BONDS, CLERK, TRUSTEEY Ten Years afiter
(ORC 2305.12) Expiration,
Provided Audited b¥)HIO HISTORICAL SOCIETY
Auditor of State )
Legal -
AUG1 7 19an
TRAVEL EXPENSE RECEIPTS Three years

97-35

after End of Fiscal
Year, Proviqed

Audited
Fiscal

STATZ AND 1.00aL
GOVERNMENT RECTADS
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

) ro: _ ASHLAND COUNTY .Records Commission Telephone Number
CINDY A. FUNK, ASHLAND COUNTY TREASURER

) F M:

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of In violation of this
hedule. No record shall be destroyed If it pertains to any pending case, claim, or action. When records listed on
s form are to be microfiimed and the originals dsgtroyéd, please stipulate.

——
Authorized department official i / NGz . ﬁ//}/ 3%
' Name, title te .
Approvais: g% ) ta 7 { /‘ .
Chairman, Records Commission: &1/ 9/
Name l " Date
Ohio Historical Society: Sece FA-&, e /
Name » 4 Date
/" 7
Auditor of State:
Name Date
! (6) @ (8)
dule Record title and description Retention For usa by approving agencies
mber ' period
97- PAYROLL RECORDS Three Years
Shows name, base and net sal- | after End of b
ary, and withholding. Fiscal Year revidad qirr
Provided Audjted Audiioy o,eaé;‘f’ff‘d by the
37-37 PERSONNEL FILES Until Employge Audit re O\-ti.u ard the
terminates, then POrtis reigase.

microfilm an
destroy papef copy.

Retain Microfilm 4o .
fudiad maans: the years

permanently. PSS
Administratile o0 ¢ iy the reacrds
: : g by the
)7-38 PURCHASE ORDERS - INVOICES Three years edtizor of Siete and the
after end ofl au il sepcit hac becn
Fiscal Year reieassd parsuant to
Provided Audhiited Szt 117.26 G.R.C.
Fiscal
17-39 .CHECK REGISTERS (ORC 1304.29) Three years OH!0 HISTORICAL SOCIETY
after End of
Fiscal Year -
Provided Audited AUG 1 71898

7-40 CONTRACTS (ORC 2305.06) Fifteen Yeaqs STATZ AHD LOCAL
after Expirdtion GOVERNRK7=NT RECORDS
Legal ‘
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION
ASHLAND COUNTY Ra&ords Commission
CINDY A. FUNK, ASHLAND COUNTY TREASURER

Vo Telephone Number

{
g

FROM:

Certification: No record shall be retalned, destroyed, transferred, or otherwise disposed of in violation of this
1edule. No record shall be destroyed If it pertal pendjng case, claim, or action. When records listed on
s form are to be microflimed and the criginals ast

Authorized department official ~///Z’: - ﬁ ’Z/«Z@ 00{//) /ff
éﬂtg:;:::’s Records Commlsslo;: M w""%”/ 5‘/;/9 s

Name y "Date
Ohio Historical Society: ) S-e < A7 < /
Name Date
L .
Auditor of State:
Name Date
‘ G) | ! (8)
dule Record title and description Retention For use by approving agencies
mb . period '
97-41 CORRESPONDENCE One to Five
General office correspondence | years, at
of a routine nature discretion o%
Office Superpisor
PI’OV{de
97-42 INVENTORIES (Annual of County Three years, A ity 'jd;fmv l V
Properties) provided Audited . th
Fiscal e ihar .";- Lo
Ry q'.
37-43 . VOUCHERS Until Audited
by Auditor o

State Fisca 2‘ ans. the ye "3

Yo LEDGER CARDS - MOBLE HOME, PER- | Obsolete R s b iy *e
SONAL PROPERTY S0 and the
Shows date, name, account numd A "””'T 6z been
ber, detail of receopt or expen- Fizitts Tursuant to
ditures, includes running balancs o 17 26 0.R.C.
of fund.
)7-45 JOURNALS Obsolete | SOCIETY
Daily work of receipts and OHIC HISTORICAL see
expenditures
AUG 1 71995
77 ABSTRACT - PERSONAL PROPERTY Obsolete
L& Shows each township, amount STATZ AND LODAL
collected for each district, for GOVERNMENT RECTRDS |

that settlement




orm RC-2 Page 14 of _16

‘SCHEDULE OF RECORDS RETENTION AND DISPOSITION

) ASHLAND COUNTY Records Commission Telephone Number
CINDY A. FUNK, ASHLAND COUNTY TREASUR.ER

) FROM:

') Certification: No record shall be retained, destroyed, transferred or otherwise disposed of In violation of this
:hedule. No record shall be destroyed If it pe anding case, claim, or action. When records listed on

is form are to be microfiimed and the origina late.
e e X il

) Approvals: N ’ / /
Chairman, Records Commission: { 5;4 ’ - W &1t/38

Authorized department officlal

Name v . Date
‘ < - ?
Ohio Historical Society: —_— = A e (
Name i Date
i y
Auditor of State:
Name Date
e (8 @ (8)
ule Record title and description Retention For use by approving agencies
ami period
97-47 TAX DUPLICATES-DELINQUENT CLASS-| Five Years

IFIED (ORC 319.34, 5719.04)

Arranged chronologically, thenein
alphabetically by taxpayer. Contlains
lists of persons owing delinquent
classified tax showing for each:

years owed, name and address of i ed Y tne
property owner, taxable amount, m\'\d ad \m lc LTS
tax, penalties and interest, totdl e Aot € e\eaaﬁ' .
amount due, and date paid %"0'\\ (© "l
Avdita
97-48 ADDITIONS AND REMITTERS Six years after N e'zc(r,t g f12ans: the yoars
pertaining to mobile homes, end of Fiscgl Year have 'L' ;*‘C"i by the fecords
real property, and personal pro-| Provided Audited Au !’f:fcr ‘: :ﬁf L"C' by the
...,.\ anrs
perty a7cxt report has E:;’qlne
97-49 BANKRUPTCY: Real Estate, Person#l Three years ge Sased PUrstant tp
| Property, Mobile Home US Bankrupt¢y ec. 117.26 O.R.C.
(after Dismissal) Court in Col]umbus, Ohio
135 2 COPY | 010 HISTORICAL SOCIETY
97-50 REAL PROPERTY MATINTENANCE FILE Three Years
any correction made to origi- AUG1 71998

nal information, name, address efc
i TATE AND LOCAL

9/-51 CONVEYANCE FORMS Five Years GO\?ER\“;I\‘ %\CEORDS
(transfers, yellow copies)
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rm RC-2
SCHEDULE OF RECORDS RETENTION AND DISPOSITION
- ASHLAND COUNTY Records Commission Telephone Number
FhuM: CINDY A. FUNK, ASHLAND COUNTY TREASURER

Certification: No record shall be retained, destroyed, transferred, or otherwise disposad of In violation of this
1edule. No record shall be destroyed If it pertains to any pepdin o. clalm, or action. When records listed on

i form are to be microfiimed and the originals ;{?/p u
a e /%}/7 J
Date

Authorized department official
Name, title

Approvals: % oo W / / '
Chairman, Records Commission: 8/12/98
Name U

Sewe T2 |

Ohio Historical Soclety:

Name Date
it 0
Auditor of State:
Name Date
' (6) @) (®)
dule Record title and description Retention For use by approving agencies
nber period
97->2 ADVANCE PAYMENT CERTIFICATES: Until Auditefl P
1ST & 2ND HALF PAYMENTS fovida .
Personal property receipts. ﬁudffor Cc}{‘aé-{:ifed by tha
Arranged chronologically by pay- ddit repo Si%e ang 1
ment. Contains duplicate copies ftis lelogge ¥
of advance payment receipts for ed
taxes showing name and address of]
property owner, taxing district,
kind of property, assessment ratd,
taxable value assessment, and £ 0 maens the years
date pald. ;7 e 5 ths records
)7-53 CASH POST REPORT Three years |  pys. o oo 22 by the
Personal property, Mobile Homg after Audit “d.' ;:f’ﬂ‘m‘ end the
daily records of taxes collected, releas g,-uu has bean
date, account or parcel number, Se ';e purstant to
amount paid, stub number, special ¢. 117.26 Q.RC.
assessments project number
17-54 YEAR TO DATE REPORT Three years
YTD for personal property and| after Audit
mobile home, showing payment re-
ceived for each parcel or account
for different periods of time
during the year
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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

ASHLAND COUNTY Records Commission Telephone Number

Ie.

FROM: CINDY A. FUNK, ASHLAND COUNTY TREASURER

Certification: No record shall be retained, destroyed, transferred, or otherwise disposed of in viclation of this
:edule. No record shall be destroyed If it pertains to an g case, claim, or action. When records listed on
form are to be microflimed and the origina troyed, Z‘t‘?}
Wl S/

Authorized department officlal

[}
A Is: . ; _ /
::a'::r:?n, Records Commission: Wc" W g/: Q/

Name [/ Date
Jhio Historical Soclety: 56 = ; fal T {
Name Date
{
e (
\uditor of State:
Name . Date
_ (6) @) (8)
la Record title and description Retentlon For use by approving agencies
hwer period :
)7-55 | REIMBURSEMENT REPORT Three years | ©/Ovided qugios v
Distribution amount on Real after Audit Alditor o Sfa«‘\f‘i‘}y :(he
Estate after each settlement Audgit repori i ¢ and thg
IS releaseg,
17-56 REVENUE-EXPENDITURE REPORT, DETAC| Three years '
A report that shows what was after Audit
paid in and out of the accounts Rudited means: the years
on a monthly basis ensomoassed by the records
kzve been angied by the
177-57 - PERSONAL FROPERTY PENALTY INTERESI Three years |  Fuditsi of Sty a"“"{:zc
REPORT: after Audit audk regort hes hean
Shows account number, name, 4 ralencad purspant o
stub, year, penalty, unpaid interpest Ses. 112,76 uﬁC&

balance, new interest, new balance
(ORC 5719.03 and 7519.041)

OHIO HISTORICAL SOCIETY

AUG1 71998

STATZ AND LODAL
GCVERWNMENT RESGHDS




Form RC-2 ~ Page of

SCHEDULE OF RECORDS RETENTION AND DISPOSITION

' TO:__Ashland County Records Commission ___ 419 282 4242 Telephone Number
4 142 W Second St Ashland Oh 44805 Ashland
(addr;s%j (city) (zip code) (county)
o[ 44%/ l/ﬁ/(/ Cindy Funk  Ashland County Treasurer g9/70/07
(signature of ref nsible official) (name) (title) (date)

(3) CERTIFICATION: I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC,
and passed the retention schedules contained on this form and any continuation sheets. I further certify that our commission will
make every effort to prevent these record series from being destroyed, transferred, or otherwise disposed of in violation of this
schedule and that no record will be knowingly disposed of which pertains to any pending case, claim, action or request. Further,
any microfilm replacing a record listed on this schedule will conform to ANSI standards. This RC-2 was approved on

0-01-07] as reflected by the minutes kept by this commission.

Chairman, Records Commission: ,'Z Cq MCK(% f}) / 00 / . 07

Signature Dat

(4) Subject to selection upon receipt of a . )
Certificate of Records Disposal (RC-3): _&u Q . Sunfh {0 [y b I&(KJW

For the Qfifio H"lstorica.! Soc‘ety Date

Approved by the Ohio Auditor of State: ’ﬁ/ dAZA; { )QOWA/ /2-l7-07

For the Ohio Auditor of State Date

*SEPARATE ENTRIES SHOULD BE MADE FOR RECORDS WITH MORE THAN ONE MEDIA TYPE

(5) (6) (7) (8 (9)
Schedule | Record Title and Description Retention Period Media Type For use by Auditor of State
Number : or OHS-LGRP
97-59 E-mail until no longer

useful electronic

8/98




