LEMON TOWNSHIP PUBLIC RECORDS POLICY
MISSION STATEMENT

Openness leads to a better informed citizenry, which leads to better government and
better public policy, It is the mission and intent of Lemon Township to at all times fully
comply with and abide by both the spirit and the letter of Ohio's Public Records Act.

DEFINING PUBLIC RECORDS

A "record" is defined to include the following: A document in any format — paper,
electronic (including, but not limited to, business e-mail) — that is created, received
by, or comes under the jurisdiction of Lemon Township that documents the

organization, functions, policies, decisions, procedures, operations, or other activities
of the office.

A "public record" is a "record" that is being kept by this office at the time a public
records request is made, subject to applicable exemptions from disclosure under Ohio
or federal law. All public records must be organized and maintained in such a way that
they can be made available for inspection and copying.

RESPONSE TIMEFRAME

Public records are to be available for inspection during regular business hours. 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, the necessity for any legal review and
redaction, and other facts and circumstances of the records requested.

It is the goal of Lemon Township that all requests for public records should be
acknowledged in writing or, if feasible, satisfied within three business days following
the office's receipt of the request.

HANDLING REQUESTS

No specific language is required to make a request for public records. However, the
requester must at least identify the records requested with sufficient clarity to allow
the 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 or her identity or the intended use of the requested public record(s). It is



LEMON TOWNSHIP PUBLIC RECORDS REQUEST

**Note to Requester: Retain a copy of this request for your files. If you eventually need to file a
Request for Review with the Court of Claims, you will need to submit a copy of your public
records request™**

Name and Address of Public Agency or Official Receiving Request:

Date Requested:

Request Submitted By: ______ E-Mail U.S. Mail Fax In Person

Name of Requester:

Street Address:

City/State/County/Zip (required):

Telephone (Optional): E-mail (Optional):

Fax (Optional):

Records Requested: *Provide as much specific detail as possible so the public body can identify
the information that you are seeking. You may attach additional pages, if necessary.

Do you want copies of the documents? YES -or- NO

--Do you want Electronic Copies or Paper Copies?

--If you want Electronic Copies, in what format?




