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Tips For Organization

Current Year 
Work
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User Agreements

Correspondence Username & Passwords

Secure 
Location

Certificate of total $ from all 
sources available

Include carryover encumbrance 
details

Cover letters to county auditor
Amended Certificate & Revenue 

Budget reports
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Copy of appropriation legislation

Appropriation Budget report

Cover letters to 
county auditor

Certification within resources 
available

Supplemental or Reallocation 
Legislation

Appropriation File

Supplemental 
Appropriation report

Reallocation of Appropriations 
within the Legal Level of Control

Proof of Publication 
for Budget Hearing
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Minutes 
Book

Plain Paper 
Binder

Header
Entity & date

Footer
Page # of #

Posting & Notice 
Log

Ohio 
Sunshine 
Laws

Hear Ye Hear Ye
The governing board shall meet at 
towne hall on Monday, the 5th of 
September, 1892 at 8 o’clock pm to 
address the following public concerns:
1. Overuse of the stockades
2. Removal of rotten food from 

stockade area
3. Spitting in public

RESOLUTION
(All entity types)

ORDINANCES 
(Village Only)

Book

BinderHeader 
Entity

date adopted 
legislation #

Footer
Page # of #
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Keep a 
BACKUP 
LOG!!

Rotate 
backups off 

site

1 2 3 4
5

7 8 9 10
11 12

Backup 
#1

Backup 
#2

Backup 
#3

Backup 
#4

Backup 
#5
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Legal sized 
3‐ring binder

File folder

Monthly 
Financial 

Statements

Bank Statements

File with check images & 
signed bank reconciliation 

report

3‐ring binder
or accordion file

ReceiptsNumerical order

Staple documentation 
to receipt

DO NOT hide receipt or 
documentation details

3 Ring binder
Archboard
or Folder
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Memo 
ReceiptsSeparate from original 

receipts

Easy to find & verify tax 
distributions

3 Ring binder

Archboard or 

Folder

Make 2nd copy of Memo 
receipts

Sequential Order

Voucher Sales Slip, Invoice, 
Statement

One staple in corner
Easy Access

Warrant

One staple in corner
Easy Access

Electronic

Sequential Order

Voucher Sales Slip, Invoice, 
Statement
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PURCHASE ORDERS & BLANKET CERTIFICATES

Separate PO & BC
Binder or 
Archboard

Numeric Order
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Insurance Policies

Purchase Order

Credit Card

Cell Phone
Zoning

Public Records

Blanket Certificate

Employee Leave

Investment

Legislation 
Adopting Policy

Policy Effective 
Dates
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Board of Elections File

Bonds

Swearing‐In Book

Insurance Bonds
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Memorandums in 
Agreement for Deposit of 

Public Funds

Pledged Security Statements

Separate files

Documentation and details

Closing details

Investment Files
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Bequest Files

Separate files 

Fund allocation of 
purchase

Copy of title
(original kept in secure 
location)

Gratis plate 
registration

Secondary files 

Vehicle Inspections

Maintenance 
Records
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Public Records!

E‐mail

Records Retention Schedule

Consult Legal Advisor/IT Tech

Print & File

Separate debt files

Loan Documents
Date
Interest Rate
Amortization Schedule

Award or denial letters Correspondence

Instructions for reimbursement 
or pay request submission

Invoices,  
Payment Reports, 
Receipt Reports
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Contract

Proof  No State 
Liens

Certificate of 
Insurance

W‐9

Bid Specifications/packet

Proof of publication

List of bids received

Copy of minutes/legislation

Correspondence

Change Orders

Bid Documents

Contracts

Pay Requests & Payment 
Notification

Prevailing Wage
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W‐4 & IT‐4 & Withholdings

Disciplinary action per policies

Date hired or appointed
(term of office)

Oath of Office

Copy of legislation setting pay rate

Resignation or termination dates

Personnel 
Files
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Binder, File or Archboard

By employee

Entire Year

Time cards

Payroll 
Records

Wage detail report

Leave requests

Federal 

OPERS

State

School Tax Local Tax

OP&FPF

ODJFS

Do not file tax and 
retirement reports with 

payments

Difficult to find at audit 
& places sensitive 

material with unsecured 
records
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I‐9 File

Claims

Separate from ODJFS reports
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W‐2 File

Manual edit notes

W‐2 Employer copy & W‐3

1094 & 1095 Forms as required

1099 File
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58

Fiscal Integrity Act

self‐reporting portal
access to portal:

http://www.ohioauditor.gov/fiscalintegrity/default.html

or 

www.ohioauditor.gov (look under local government)

Questions or assistance

email: fiscalintegrityact@ohioauditor.gov

Janice D’Alessandro: (614) 466‐2813

Katie Warga: (614) 995‐5954

UAN
88 East Broad Street

Columbus, Ohio 43215

Trina B. Martin

UAN IT Specialist
Presenter Phone: (800) 833‐8261

Presenter Fax: (877) 727‐0088

E‐mail: UAN_Support@ohioauditor.gov

Ohio Auditor of State
Dave Yost

88	E.	Broad	St.
Columbus,	Ohio	43215

Phone:	(800)	282‐0370			Fax:	(614)	466‐4490
Email:	ContactUs@OhioAuditor.gov

www.OhioAuditor.gov


