
ZANESVILLE MUSKINGUM COUNTY PORT AUTHORITY 

PUBLIC RECORDS POLICY 
OBJECTIVE: 

Provide prompt inspection of public records. 
Upon request, provide copies of public records, within a reasonable amount of time. 

POLICY: 

• Public Records - includes any document or item, regardless of physical form or characteristic, created or 
received by or coming under the jurisdiction of the Port Authority which serves to document the 
organization, functions, policies, decisions, procedures, operations, or other activities of the office.

• Records Request - can be made by any person and in any form. A reason for the request is not necessary.

• Prompt Inspection - means without delay and with reasonable speed; however, it can differ with each 
circumstance and does not waive an opportunity for legal review prior to compliance with the request.

• Public Record Mailing - the mailing of any public records is limited to 10 records per month to any one 
requester unless certification is given that states the copies are not for commercial use. Prepayment for the 
costs of postage and mailing supplies is required.

• Regular Business Hours - the Port Authority will be open between the hours of 9:00 a.m. to 4:00 p.m., 
Monday through Friday. Requests for inspection or copies of public records must be made during these 
hours.

• Medium Choice - the requester of any public record can choose what medium they want the records to be 
provided on as long as that duplication process is normally available in-house to the Port Authority. Copies 
or print outs will be provided, at the requesters cost.

• Provisional Exempted Records - the attached provisions list may preclude access to certain records. Most 
notable, under O.R.C. 4582.091, prospect company information will not be considered a public record until 
the company has committed in writing.

• Redaction of Certain Information - the Port Authority may obliterate certain information from a given 
record if the aforesaid information is sensitive in nature.

COPY FEE SCHEDULE 
The following fee schedule is based on actual costs, excluding labor, as of January 1, 2018. 

8 ½ x 11" page (single sided) - $0.10 per copy page 
11 x 17" page (single sided) - $0.50 per copy page 
22 x 34" page (single sided) - $1.00 per copy page 

REFERENCES 
An Ohio Sunshine Laws Update, 2017 ed. 
The W.l�A?I O.R.C. 149
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