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PUBLIC RECORDS POLICY OF

RIDGE TOWNSHIP, VAN WERT COUNTY

Introduction

It is the policy of Ridge Township in Van Wert County that openness leads to a better informed citizenry, which leads to more transparent government and sounder public policy.  It is our policy to strictly adhere to the Ohio’s Public Records Act which imposes two primary obligations upon public offices: to provide prompt inspection of public records and provide copies of public records within a reasonable period of time.

What is a Public Record?

A record includes any document device or item regardless of physical form or characteristic including an electronic record that is created or received by or coming under the jurisdiction of a public office and that documents the organization, functions, policies, decisions, procedures, operations, or other activities of the office.  Not all records of Ridge Township are public.  Some records are prohibited to be released by federal or state law.
Record Request

Although no specific language is required to make a request, the requester must at least identify the records requested with sufficient clarity to allow this office to identify retrieve, and review the records.  The requester does not have to put a records request in writing, and does not have to provide his/her identity or the intended use of the requested public record.  However, the fiscal officer may ask for a written request to help locate or deliver the records being sought.

Production of requested records

Public records should be available for inspection promptly at all reasonable times during regular business hours.  Copies of public records should be made available within a reasonable period of time.  The determination of the terms “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.

Costs for public records

Those seeking public records should be charged only the actual cost of making copies, unless the cost is otherwise set by statute.  The charge for paper copies is 10 cents per page.  This office may require the requester to pay in advance the cost involved in providing the copy of the public record, as requested.
WRITTEN REQUEST FOR PUBLIC RECORD:

Although a written request is not required to make a public records request, it may be helpful in the location and delivery of the records being sought.  All information is optional.
Date of Request
_________________________________________

Name of Requestor
 __________________________________________________

Address

__________________________________________________

City State Zip

__________________________________________________

Phone Number(s)
__________________________________________________

Delivery Method preferred:    ⁯ US Mail   ⁯ Pickup   ⁯ Other, explain_______________

_____________________________________________________________________

Intended use of Public Records Request ____________________________________

_____________________________________________________________________

_____________________________________________________________________

Record Request:  Please explain clearly the records you are requesting:

_____________________________________________________________________

______________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Fiscal Officer Use:

No of Pages Copied  _____ x 10cents = _____________

Cost of Mailing  


    _____________

Other Costs



    _____________

Total costs 



    _____________


