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OOD,  in accordance  with  Ohio Revised  Code (ORC) §149 and other  applicable  federal,  state, and case law, allows  prompt  inspection  of public  records  during  the  hours  posted  below.  Upon  request,  and  in accordance  with ORC §149, OOD shall make copies of public records  available to the requester  within  a reasonable  period  of time, at a cost of $.05 per page if the request exceeds 50 pages. Other charges may apply for alternative mediums and for postage costs, if applicable. The OOD Public Record Request policy is available upon request and provides details.
· Inspection  of public records shall begin no earlier than 8:00 a.m. and end no later than 4:45 p.m. Monday through Friday, excluding state recognized holidays. 
· Appointments are strongly encouraged to ensure OOD has sufficient time to gather and prepare the records for inspection. Those without an appointment may be asked to return after the records are prepared.

· Without exception, OOD requires payment for public record copies prior to their release.
· Fees for other distribution means are outlined in the policy.
· There is no fee for viewing, faxing, or emailing records.

· All original records shall remain in the possession of OOD at all times, and only OOD staff members shall make copies of the record(s).

Please note that records may contain information that must be redacted pursuant to law. OOD will provide an explanation for any redaction at the time of the inspection or at the time the copies are provided.

Obtaining a Copy of the Policy or Retention Schedules
A copy of the OOD Public Record Request policy and procedure and OOD Record Retention Schedules are available at all OOD offices and available online at: www.OOD.ohio.gov.

Making a Public Record Request
Public record requests may be provided in person to any OOD employee or contractor, who will forward them to the Division of Legal Services, or by the following means:

Mail request to:	Opportunities for Ohioans with Disabilities
	Attention: Division of Legal Services
	400 East Campus View Blvd. - 3LC 
	Columbus, Ohio  43235-4604

Call:	Your local OOD office or 800-282-4536 toll-free

E-mail:	OOD.PublicRecordsRequest@OOD.ohio.gov 
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