
 
RECORDS COMMISSION 

WEDNESDAY OCTOBER 21, 2020 

10:00AM 

VIRTUAL MEETING 

City of Reynoldsburg Page 1 Updated 10/7/2020 1:30 PM  

1. Call to Order 

2. Approval of Agenda 

3. Approval of Minutes 

a. Records Commission – Meeting – June 17, 2020 

4. Discussion 

a. Destruction Schedule 

1. Certificate of Records Disposal for Reynoldsburg City Council 

b. Retention Schedules 

1. Update of Retention Schedule - Civil Service 

2. Update of Retention Schedule - Council 

3. Update of Retention Schedule - Human Resources 

4. Update of Retention Schedule - Mayor 

5. Update of Retention Schedule - Parks & Recreation 

6. Update of Retention Schedule - Stormwater 

7. Update of Retention Schedule - Street 

8. Update of Retention Schedule - Water Billing 

9. Update of Retention Schedule - Water/Wastewater 

c. Update of Public Records Information 

1. New Public Records Request Form and Public Records Policy Poster 



 
RECORDS COMMISSION 

WEDNESDAY JUNE 17, 2020 

 

MEETING 

 

PLACE: COUNCIL CHAMBERS 

7232 EAST MAIN STREET, REYNOLDSBURG, OH 43068 

City of Reynoldsburg Page 1 Updated 6/17/2020 3:21 PM  

1. Call to Order 

PRESENT: Prasher (Remote), Cicak (Remote), Piek (Remote), Shook (Remote), Begeny (Remote) 

ABSENT:  

 

2. Approval of Agenda 

The agenda was approved as submitted. 

3. Approval of Minutes 

The February 26, 2019 and August 27, 2019 minutes were approved as submitted. 

a. Records Commission – Meeting – February 26, 2019 

RESULT: ACCEPTED 

b. Records Commission – Meeting – August 27, 2019 

RESULT: ACCEPTED 

4. Records Destruction Approval 

1. A Motion to Approve the 2020 City of Reynoldsburg RC-3 Destruction Schedule 

The Commission reviewed the list of items for destruction by department.  After a review, 

Attorney Shook indicated that he would like the zoning department to not destroy previous 

zoning codes.  It would be important to have these documents to refer to when needing to 

understand zoning code requirements in earlier periods.  Additionally, Attorney Shook and 

Mayor Begeny would also like to would onto Response to Aggression and Vehicle Pursuit 

records.  There was also an error discovered on the Council schedule for recordings with a 

December 2019 disposal.  That disposal should be July, 2019. 

 

Attorney Shook moved to amend the schedule to remove Response to Aggression and 

Vehicle Pursuit from the police department schedule, Zoning Codes on the zoning schedule, 

and change the Council Recordings to July 2019.    
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Minutes Records Commission June 17, 2020 
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RESULT: APPROVED [UNANIMOUS] 

MOVER: Chris Shook, City Attorney 

SECONDER: Joe Begeny, Mayor 

AYES: Prasher, Cicak, Piek, Shook, Begeny 

5. Approval of New Retention Schedules 

1. A Motion to Approve the New Retention Schedule for Council 

Clerk Prasher explained the changes in the Council Retention Schedule that included listing 

the items alphabetically, renumbering the schedule items, deleting un-needed, duplicate and 

non-record items.  She also explained the renaming of Legislative Files to Council Packet 

with a change in retention periods.  The new retention period for Council Packet items will 

be two years for paper and fifteen years for electronic.  She confirmed the Board's agreement 

with the fifteen year electronic retention period.   

 

Auditor Cicak asked if the historical society would be interested in keeping the recordings.  

Mr. Piek indicated that they would not.  Clerk Prasher explained that the rapid change in 

technology would make it difficult or expensive for the Society to maintain the play-ability 

of a recording or incur the cost of upgrading the format. 

RESULT: APPROVED [UNANIMOUS] 

MOVER: Joe Begeny, Mayor 

SECONDER: Stephen M. Cicak, City Auditor 

AYES: Prasher, Cicak, Piek, Shook, Begeny 

2. A Motion to Approve the Updated Retention Schedule for the Reynoldsburg Police 

Department 

Clerk Prasher explained that the police department was adding additional items to their 

existing retention schedule - Body/Cruiser Cams and K 9 Records.  The other changes were 

to put the items in alphabetical order and renumber the items.   

 

Attorney Shook had concerns about the retention period for the Body/Cruiser Cameras, 

Suspicious Vehicles/Persons, and Traffic Warnings, Traffic Citations, Traffic Accidents from 

the current proposed periods to six months until a new police chief is hired, new body cams 

are purchased, and IT can determine how much storage space is available to retain videos.  

The retention schedule can be reviewed later in the year and a new retention period 

established. 

 

Mayor Begeny moved to change the retention periods on the police schedule for 

Body/Cruiser Cams for Cameras, Suspicious Vehicles/Person, and Traffic Warnings, Traffic 

Citations, Traffic Accidents. 
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Minutes Records Commission June 17, 2020 
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RESULT: APPROVED [UNANIMOUS] 

MOVER: Joe Begeny, Mayor 

SECONDER: Chris Shook, City Attorney 

AYES: Prasher, Cicak, Piek, Shook, Begeny 

6. Adjournment 

As there was no further business, the meeting was adjourned. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: RC 3 for Council Records Destruction 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Following the approval of a new Council records retention schedule in June 2020, there were 

additional records that were eligible for destruction. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Civil Service 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 

4.b.1
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Council 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Human Resources 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Mayor 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Parks & Recreation 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Stormwater 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Street 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Water Billing 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 

4.b.8

Packet Pg. 53



4.b.8.a

Packet Pg. 54

A
tt

ac
h

m
en

t:
 2

02
0 

W
at

er
 B

ill
in

g
 D

ep
ar

tm
en

t 
R

et
en

ti
o

n
 S

ch
ed

u
le

  (
W

at
er

 B
ill

in
g

)



4.b.8.a

Packet Pg. 55

A
tt

ac
h

m
en

t:
 2

02
0 

W
at

er
 B

ill
in

g
 D

ep
ar

tm
en

t 
R

et
en

ti
o

n
 S

ch
ed

u
le

  (
W

at
er

 B
ill

in
g

)



4.b.8.a

Packet Pg. 56

A
tt

ac
h

m
en

t:
 2

02
0 

W
at

er
 B

ill
in

g
 D

ep
ar

tm
en

t 
R

et
en

ti
o

n
 S

ch
ed

u
le

  (
W

at
er

 B
ill

in
g

)



4.b.8.a

Packet Pg. 57

A
tt

ac
h

m
en

t:
 2

02
0 

W
at

er
 B

ill
in

g
 D

ep
ar

tm
en

t 
R

et
en

ti
o

n
 S

ch
ed

u
le

  (
W

at
er

 B
ill

in
g

)



4.b.8.a

Packet Pg. 58

A
tt

ac
h

m
en

t:
 2

02
0 

W
at

er
 B

ill
in

g
 D

ep
ar

tm
en

t 
R

et
en

ti
o

n
 S

ch
ed

u
le

  (
W

at
er

 B
ill

in
g

)



Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: Water-Wastewater 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Various City departments requested an update to their department retention schedule.  Each 

schedule was renumbered, organized alphabetically, and additional general items added such as 

email, voice messaging, messages, etc.  Each department reviewed their previous schedule to 

remove any items that were no longer records being kept by the department or added new 

records.  Additional descriptions were added as well as a few retention periods changed.  Items 

being removed, added or retention periods changed are noted on each schedule. 
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Clerk of Council 
Mollie Prasher 

7232 East Main Street 

Reynoldsburg OH 43068 

614-322-6836 Phone 

 

 

MOTION REQUEST 

 

DATE:  October 21, 2020 

TO:   

    RE: New Public Records Request Form and Public Records Policy Poster 

 

Approval: 

Completed 

Joe Begeny 
Chris Shook Stephen Cicak 

 

Jennifer Clemens, while updating the website regarding the City's public records request 

information, she asked if the information could be updated.  Attached is an updated poster that 

should be posted in every City building and an updated public records request form. 

4.c.1

Packet Pg. 64



38%/,&�5(&25'6�32/,&<� 
&,7<�2)�5(<12/'6%85* 

 

The City of  Reynoldsburg is an open government.  We welcome participation by  
our citizens.  We believe openness leads to a better informed public, which leads  

to more transparent government and better public policy.  Citizens are entitled  
to access government records and the Public Records Act should be  

interpreted liberally in favor of  disclosure. 
 

How To Make A Public Records  
Request  

 

The City provides prompt inspection of      
public records and copies of  public records 
in a reasonable period of  time.  When you 
make a request, we ask that you complete a 
“Public Records Request Form,” which helps 
us locate the records and expedite your      
request.  You are not legally required to    
complete the form, identify yourself, or give 
the purpose of  your request.  If  the records 
cannot be provided while you wait, we will 
contact you when the records are available. 

Limitations 
 

If  a requester makes an ambiguous, overly 
broad request or has difficulty in making a 
specific request for public records, the        
request may be denied.  The requester may 
revise the request.  Any denial of  a public       
records request must include an explanation.  
If  portions of  a record may not be released, 
all redactions shall be plainly visible with an 
explanation that includes legal authority. 

Definition of  Public Records 
 

Under Ohio law, public records are those 
items that meet all of  the following  elements: 
 

· Any document, device, or item, regardless 
of  physical form or characteristic,            
including an electronic record; 

· Any document that is created or received 
by, or coming under the jurisdiction of, a 
public office; 

· Any document that defines the                     
organization, functions, policies,              
decisions, procedures, operations, or oth-
er activities of  the office.  This does not in-
clude records kept for administrative con-
venience. 

 
You may ask for a copy of  the City records          
retention schedule, which will familiarize you 
with the types of  records available. 

Hours and Costs 

 

Anyone may make a public records request in 
the City Office between the hours of  9:00am 
and 4:00pm (weekdays), excluding govern-
ment holidays. 
 

COPY COSTS  
 

   $ .05 per B&W copy up to 11x17  (15 copies free) 

   $  .10 per color copy up to 11x17 
   $1.00 for cassette tape and CDs 
 

The City may require you to pre-pay               
estimated copy costs before copies are 
made.  If  records are mailed to you, the City 
may charge postage, in advance, and the 
cost of  mailing materials.    

Records That Cannot Be Released 
 

Under Ohio law, some records that meet the above three elements are withheld from release because state or 
federal law makes the record confidential.  Some commonly requested records that are confidential include: 
 
   Attorney-client privileged information and trial preparation records; 
   Social Security numbers; 
   Records of on-going investigations; 
   Medical records; 
   BMV records; 
   Records that a judge ordered to be sealed per a statute; 
   Personal and familial information regarding peace officers, firefighters, EMTs,  
   prosecutors, assistant prosecutors  - RC 149.43(A)(7) 

If  you have questions or concerns about the Ohio Public Records law, please contact your 
state legislator at www.ohio.gov.  The City of  Reynoldsburg has a public records policy        
available from the Clerk of  Council or online at www.ci.reynoldsburg.oh.us.  Records retention 
schedules are also available for review from the Clerk of  Council 

CITY OF REYNOLDSBURG 
   

7232 East Main Street   *  Reynoldsburg, OH   43068   *  614-332-6800  *  www.ci.reynoldsburg.oh.us 
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7232 East Main Street 

Reynoldsburg, OH   43068 
(614) 322-6800 (Office); (614) 322-6837 (Fax) 

 

RC 100 
10-6-2020 

PUBLIC RECORDS REQUEST FORM 
 

The Public Records Act, addressed in Ohio Revised Code Chapter 149, requires the City of Reynoldsburg to 
promptly prepare and make available for inspection to any person during regular business hours all public 
records subject to disclosure.  Completion of the City of Reynoldsburg Public Records Request Form will 
enable the City to comply with the provisions of Ohio Revised Code Chapter 149 in a prompt and efficient 
manner, as well as ensure that your right as an Ohio citizen to access government records is preserved.  While 
completion of this form is not mandatory, providing this information will help us provide the public records you 
request in a timely manner. 
 
Name:  _____________________________________________  Phone Number:  ________________________ 
 
Address:  __________________________________________________________________________________ 
 
Date request submitted ____________________     Email ___________________________________________ 
 
Documents requested (must be identified with sufficient clarity):  _________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
 
______ I would like to inspect these records in the building when they are ready. 
 
______ I would like these records copied, and I will pick them up when they are ready. 
 
______ I would like these records copied and mailed to me at the address on this form. 
 
______ If these records are in a digital format, I would like them emailed. 
 
  
Signature:  __________________________________  Date:  ____________________ 
 
 
TO BE COMPLETED BY THE CLERK OF COUNCIL: 
 
Date request received:  ____________    Date inspection made available or copies delivered:  _______________ 
 
Amount charged for copies and/or mailing of documents via United States Postal Service:  _________________ 
 
Date fees paid:  ________________________________ 
 
$.05 per page copied  (first 15 copies are free) 8.5 x 11 and 8.5 x 14                             $1.00 Tapes/Disks  

4.c.1.b
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