
 

 The Ohio Department of Administrative Services is the engine of state government, providing innovative solutions 
and supporting the efficient operation of state agencies, boards, and commissions. 

 

 

I. Purpose 

This policy provides information about compliance with Ohio law regarding agency Records and 
establishes a procedure within the Department of Administrative Services (DAS) for responding to 

requests for its Records and managing, maintaining, and destroying its Records. DAS is a 

proponent of transparency in government and responds to each request for its Records with that 

goal in mind. The first occurrence of a defined term in the policy is in bold, italic type, and is 

hyperlinked to the definition in Section IV. 

 
II. Scope 

This policy applies to all DAS employees, contractors, consultants, and any other holders of DAS 

Records.  
 

III. Policy 

 
A. Requests for Records: The Ohio Public Records Act and this Policy shall be followed when 

responding to any request for DAS Records. 
 

1. Form of Requests: Unless specifically required by law, requestors do not have to put a 
records request in writing, identify themselves, or identify the intended use of the 

requested records. It is DAS’ general policy that this information is not to be required or 

requested. 
a) DAS may ask for such information when it is believed that any of this information 

would enhance DAS’ ability to identify, locate, or deliver the Public Records 
requested. 
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b) Prior to asking a requestor for this information, DAS shall inform the requestor that 
a written request is not required and that the requestor may decline to reveal the 
requestor’s identity or intended use. 

 

2. Responding to Requests 
a) All requests for Records will be forwarded to the Records Administrator and logged. 

The Records Administrator will acknowledge the request. Generally, all requests for 
Records should be acknowledged in writing within three business days following 

DAS’ receipt of the request. 
b) If the request is a valid request for Public Records, the Records Administrator will 

forward the request to the relevant Records Custodian to gather responsive Public 

Records. To the extent that the relevant Public Records contain information subject 

to standard redactions provided to the Records Custodian, the Records Custodian 
will make those redactions prior to submitting the relevant Public Records to the 
Records Administrator.  

c) The Records Administrator, upon receipt of the Public Records from the Records 

Custodian, will make any additional legal redactions, draft a response to the 

request, and share with the Chief Legal Counsel or designee for review and final 

approval.  
d) Public Records must be made available for inspection by the requestor Promptly, 

and copies of Public Records must be made available within a Reasonable Period of 

Time. 
e) Public Records are to be made available for inspection during regular business 

hours. 

f) In processing a public records request, DAS does not have an obligation to create 
new Records or perform a search or research for information in its Records. 

g) If a public records request is for Records that are kept in a database or electronic 
system, a Record is deemed to exist so long as a computer system is already 
programmed to produce the Record through DAS’ standard use of sorting, filtering, 

or querying features. DAS is not required to reprogram its computer system to 

produce the requested Record. 
 

3. Denials and Redaction of Records 

a) If a requestor makes a vague, ambiguous, or overly broad request such that DAS 
cannot reasonably identify what Records are being requested, DAS will deny the 

request, advise the requestor of the basis for the denial, and notify the requestor of 

the ability to clarify the request. In doing so, DAS may inform the requestor of the 
manner in which Records are maintained and accessed by DAS in the ordinary 
course of business, if that information may be helpful in clarifying the request.   

b) If DAS withholds Records, it must provide an explanation, including legal authority, 
for the denial(s). If the initial request was made in writing, an explanation must also 
be in writing. 
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c) If a Record contains information that is exempt from the Ohio Public Records Act, 
where practicable, the Record will be produced with the exempt information 
redacted. The redaction shall be plainly visible, and DAS must provide an 

explanation, including legal authority, for the redaction(s). If it is not practicable to 

provide the Record in a redacted format, DAS will deny the request and provide an 
explanation, including legal authority, for the denial. 

d) If DAS is not the holder of the requested records, does not maintain the requested 
records, or the requested records otherwise do not exist, DAS will advise the 

requestor that the requested records do not exist.  
 

4. Copying and Mailing Costs 

a) Those seeking Public Records may be charged only the actual cost of making copies, 

not including labor. The charge for paper copies is five cents per page. The charge 

for electronic files downloaded to a compact disc is one dollar per disc.  
b) A requestor may be required to pay in advance for costs involved in providing the 

copies. The requestor may choose whether to have the Public Records duplicated 

upon paper, upon the same medium in which the Public Record is kept, or upon any 

other medium on which DAS determines that the Public Record can reasonably be 

duplicated as part of DAS’ normal operations.  
c) If a requestor asks that Public Records be delivered to them, they may be charged 

the actual cost of the postage and mailing supplies, or other actual costs of delivery.  

d) There is no charge for e-mailed Public Records. 
 

B. Records Management 

 
1. Records are subject to records retention schedules.  

2. DAS’ current records retention schedules are available online at DAS retention schedules. 
3. All employees are responsible for managing the DAS Records within their control 

pursuant to the applicable records retention schedules. Requests for destruction of 

Records must be approved by the applicable Records Custodian, Records Administrator, 

and Chief Legal Counsel or designee. 
4. DAS’ records retention schedules shall be reviewed by the Records Administrator and 

each Records Custodian on a regular basis and revised when necessary. Any revisions 
must be approved by the Chief Legal Counsel or designee.  

5. Records Custodians are responsible for reviewing their records on a regular basis and 

drafting new records retention schedules when necessary. New schedules must be 

approved by the Chief Legal Counsel or designee.  

 
IV. Definitions 

 
A. Electronic Record. A Record created, generated, sent, communicated, received, or stored by 

electronic means. A Record that is secured through blockchain technology is considered to be 

in an electronic form and to be an Electronic Record. Records in the form of e-mail, text 
messaging, and instant messaging, including those sent and received via a hand-held 

communications device, are to be treated in the same fashion as Records in other formats, 

https://rims.das.ohio.gov/Schedule
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such as paper or audiotape. Public Record content transmitted to or from private accounts or 
personal devices is subject to disclosure. 

B. Ohio Public Records Act. Ohio Revised Code (ORC) 149.43.  

C. Public Record. A Record that is being kept by DAS at the time a public records request is made, 

subject to applicable exemptions from disclosure under Ohio or federal law. 
D. Promptly and Reasonable Period of Time. These terms take into account the volume of 

Records requested, the proximity of the location where the Records are stored, the necessity 
for redactions, and other facts and circumstances related to the Records requested. 

E. Record. Any document, device, or item, regardless of physical form or characteristic, including 
an Electronic Record, created or received by or coming under the jurisdiction of DAS, which 
serves to document the organization, functions, policies, decisions, procedures, operations, 

or other activities of DAS. 

 

V. Authority 

 
ORC 149.134, 149.43 

 
VI. Resources 

 

Document Name Location 

The Ohio Sunshine Manual Sunshine Manual 

Certificate of Records Disposal Certificate 

 

VII. Inquiries 
 
Direct inquiries about this policy to: 

 
DAS Records Administrator 

Office of Legal Services 
Administrative Support Division  
Ohio Department of Administrative Services 

30 East Broad Street, 40th Floor 
Columbus, Ohio 43213 

  
Public Records Requests can be made by accessing this link Public Records Portal or by emailing 

your request to dasprr@das.ohio.gov: 

 
DAS Policies may be found on myOhio at https://ohid.ohio.gov/wps/myportal/gov/myohio/my-

agency/das/policies  

 
 
 
 

https://www.ohioattorneygeneral.gov/Files/Publications-Files/Publications-for-Legal/Sunshine-Laws-Publications/
https://dam.assets.ohio.gov/image/upload/das.ohio.gov/buying-selling/state-printing-and-mail-services/records-management/ADM%203504%20Certificate%20of%20Disposal.pdf
https://das-legalservices.matrixpublicrecords.com/
mailto:dasprr@das.ohio.gov
https://ohid.ohio.gov/wps/myportal/gov/myohio/my-agency/das/policies
https://ohid.ohio.gov/wps/myportal/gov/myohio/my-agency/das/policies
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VIII. Revision History 
 

Date Description of Change 

09/27/2007 Original policy. 

01/06/2008 Reformatted for inclusion in DAS Policies. 

06/24/2024 Reformatted to new policy template and revised to reflect current practice. 

 
 


