149.331 State record administration program.

The state records program of the department of administrative services shall do all of the
following:

(A) Establish and promulgate in consultation with the state archivist standards,
procedures, and techniques for the effective management of state records;

(B) Review applications for one-time records disposal and schedules of records retention
and destruction submitted by state agencies in accordance with section 149.333 of the
Revised Code;

(C) Establish “general schedules” proposing the disposal, after the lapse of specified
periods of time, of records of specified form or character common to several or all
agencies that either have accumulated or may accumulate in such agencies and that
apparently will not, after the lapse of the periods specified, have sufficient administrative,
legal, fiscal, or other value to warrant their further preservation by the state;

(D) Establish and maintain a records management training program, and provide a basic
consulting service, for personnel involved in record-making and record-keeping functions
of departments, offices, and institutions;

(E) Provide for the disposition of any remaining records of any state agency, board, or
commission, whether in the executive, judicial, or legislative branch of government, that
has terminated its operations. After the closing of the Ohio veterans’ children’s home, the
resident records of the home and the resident records of the home when it was known as
the soldiers’ and sailors’ orphans’ home required to be maintained by approved records
retention schedules shall be administered by the state department of education pursuant
to this chapter, the administrative records of the home required to be maintained by
approved records retention schedules shall be administered by the department of
administrative services pursuant to this chapter, and historical records of the home shall
be transferred to an appropriate archival institution in this state prescribed by the state
records program.

(F) Establish a centralized program coordinating micrographics standards, training, and
services for the benefit of all state agencies;

(G) Establish and publish in accordance with the applicable law necessary procedures and
rules for the retention and disposal of state records.

This section does not apply to the records of state-supported institutions of higher
education, which shall keep their own records.

Effective Date: 09-26-2003

149.332 Records management programs in the
legislative and judicial branches of state government.

Upon request the director of administrative services and the state archivist shall assist
and advise in the establishment of records management programs in the legislative and
judicial branches of state government and shall, as required by them, provide program



services similar to those available to the executive branch under section 149.33 of the
Revised Code. Prior to the disposal of any records, the state archivist shall be allowed
sixty days to select for preservation in the state archives those records the state archivist
determines to have continuing historical value.

Effective Date: 09-26-2003

149.333 Applying for record disposal or transfer.

No state agency shall retain, destroy, or otherwise transfer its state records in violation of
this section. This section does not apply to state-supported institutions of higher
education.

Each state agency shall submit to the state records program under the director of
administrative services all applications for records disposal or transfer and all schedules
of records retention and destruction. The state records program shall review the
applications and schedules and provide written approval, rejection, or modification of an
application or schedule. The state records program shall then forward the application for
records disposal or transfer or the schedule for retention or destruction, with the
program’s recommendation attached, to the auditor of state for review and approval. The
decision of the auditor of state to approve, reject, or modify the application or schedule
shall be based upon the continuing administrative and fiscal value of the state records to
the state or to its citizens. If the auditor of state disapproves the action by the state
agency, the auditor of state shall so inform the state agency through the state records
program within sixty days, and the records shall not be destroyed.

At the same time, the state records program shall forward the application for records
disposal or transfer or the schedule for retention or destruction to the state archivist for
review and approval. The state archivist shall have sixty days to select for custody the
state records that the state archivist determines to be of continuing historical value.
Records not selected shall be disposed of in accordance with this section.

Effective Date: 09-26-2003

149.34 Records management procedures.

The head of each state agency, office, institution, board, or commission shall do the
following:

(A) Establish, maintain, and direct an active continuing program for the effective
management of the records of the state agency;

(B) Submit to the state records program, in accordance with applicable standards and
procedures, schedules proposing the length of time each record series warrants retention
for administrative, legal, or fiscal purposes after it has been received or created by the
agency. The head also shall submit to the state records program applications for disposal
of records in the head’s custody that are not needed in the transaction of current
business and are not otherwise scheduled for retention or destruction.

(C) Within one year after their date of creation or receipt, schedule all records for
disposition or retention in the manner prescribed by applicable law and procedures.



This section does not apply to state-supported institutions of higher education.

Effective Date: 09-26-2003

149.35 Laws prohibiting the destruction of records.

If any law prohibits the destruction of records, the director of administrative services, the
director’s designee, or the boards of trustees of state-supported institutions of higher
education shall not order their destruction or other disposition. If any law provides that
records shall be kept for a specified period of time, the director of administrative
services, the director’s designee, or the boards shall not order their destruction or other
disposition prior to the expiration of that period.

Effective Date: 09-26-2003

149.351 Prohibiting destruction or damage of records.

(A) All records are the property of the public office concerned and shall not be removed,
destroyed, mutilated, transferred, or otherwise damaged or disposed of, in whole or in
part, except as provided by law or under the rules adopted by the records commissions
provided for under sections 149.38 to 149.42 of the Revised Code or under the records
programs established by the boards of trustees of state-supported institutions of higher
education under section 149.33 of the Revised Code. Such records shall be delivered by
outgoing officials and employees to their successors and shall not be otherwise removed,
transferred, or destroyed unlawfully.

(B) Any person who is aggrieved by the removal, destruction, mutilation, or transfer of,
or by other damage to or disposition of a record in violation of division (A) of this section,
or by threat of such removal, destruction, mutilation, transfer, or other damage to or
disposition of such a record, may commence either or both of the following in the court of
common pleas of the county in which division (A) of this section allegedly was violated or
is threatened to be violated:

(1) A civil action for injunctive relief to compel compliance with division (A) of this
section, and to obtain an award of the reasonable attorney’s fees incurred by the person
in the civil action;

(2) A civil action to recover a forfeiture in the amount of one thousand dollars for each
violation, and to obtain an award of the reasonable attorney’s fees incurred by the person
in the civil action.

Effective Date: 07-01-1992

149.352 Replevin of public records.

Upon request of the department of administrative services, the attorney general may
replevin any public records which have been unlawfully transferred or removed in
violation of sections 149.31 to 149.44 of the Revised Code or otherwise transferred or
removed unlawfully. Such records shall be returned to the office of origin and safeguards
shall be established to prevent further recurrence of unlawful transfer or removal.

Effective Date: 07-01-1985



149.36 Authority not restricted.

The provisions of sections 149.31 to 149.42, inclusive, of the Revised Code shall not
impair or restrict the authority given by other statutes over the creation of records,
systems, forms, procedures, or the control over purchases of equipment by public offices.

Effective Date: 10-19-1959



