RECORD OF PROCEEDINGS
Minutes of Village of South Amherst
REGULAR MEETING
May 11 2026

CALL TO ORDER
The council meeting was called to order by Mayor Scott Jones at 7:00 p.m.
LORD’S PRAYER AND PLEDGE OF ALLEGIANCE

ROLL CALL

Councilmember Michele lefTers P Fiscal Officer Michelle Henke EA
Councilmember Robh Kascho P Records Clerk Laurie Beran P
Councilmember Mark Leshinski P Law Directgr Matthew Mishak P
Councilmember Jeanne Maschari r Utility David Valentine P
Councilmember Anthony Savage r Assis . Wendy Kolmorgen P
Councilmember David Trodke EA 7 sed ahsences)

Councilmember Maschari moved to excuse Councilmen i illness. Councilmember leffers
seconded the motion.

Jeffers x Koscho x Leshinski x Maschari x Savag i on carried.
APPROVAL OF AGENDA May 11, 2026

Councilmember Koscho moved to approve the agenda i ghinski seconded
the motion,

Jetters x Koscho x Leshinski x Maschiais Motion carried.

APPROVAL OF MINUTES
Councilmember Savage moy
motion.
Jefters x Koscho x  [eghimst

April 27
O approve thel

ilmember Jefters seconded the

Motion carried.

VISITORS
Girl Scout Troop ' ' nted b g along with parents and siblings in order to present
their Bronzgld Jer] qECEDr s CangPe.ShardRecreational Lending Library to be located at the

The following Financial Repds# for May 2026 were presented to council: Revenue Summary, Fund
Summary and Appropriation Summary.

March Mayor's Court Financial Report
CiToss Chio | City of Total net Computer Computer Creneral Fund
Heceiply Reparations | Oberlin Receipts to 5A | Fund Clerk Fund Court
$13,590.00 | $2,685.00 | $111.00 | $10,794.00 | $740.00 $222.00 $9,832.00

March Bank Reconciliation
Completed and ready for signatures.
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Appropriation Ordinance #338
SAFD grant award of §14, 672.00.

Council Printer
[n order for the couneil printer to be “hard-wired” the cloud keys need to be updated, which is an

additional cost.

Councilmember Maschari moved not to exceed $1,500.00 for the complete council printer project.
Councilmember Jeffers seconded the motion.
Jeffers x Koscho x Leshinski x Maschari x Savage x Troike E

Motion carricd.

RECORDS CLERK

April Construction Report
BZ | ADDRESS | DESCRIPTION | B/Z
7 102 Buckeve Concrete B
[ & 316 Annis Fence B
| B 219 Maple | Enclosecarport | B | Re-roof
B 206 N Lake Flectrical | B Re-r
B [ 110W Main | HVAC | B
B 399 Annis Re-roof

UTILITY ADMINISTRATOR
Water/Storm

April Consumption Report
Presented to council.

Clerk Rate of CompenSg
Councilmember Maschar(Sg
order for a resoluti be ¢
hinski

¢ Park Capital Project Fund. We also thank Jed Willis. for
or recycling.

DEPARTMENTS
Fire

April Calls

Fire | EMS | MVA | Mutual | Other

[1 18 1 0 9
COMMITTEES
CED

Memorial Day Parade
This year will mark the 106" annual Memorial Day Parade. Parade participates may register by scanning
the QR codc that can be found on the website or on Hyers around the village.
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Safety

Fire Chief Job Description

Councilmember Koscho moved to approve the Fire Chief job description. Councilmember Savage
seconded the motion,

Jeffers x Koscho x Leshinski x Maschari x Savage x Troike EX Motion carried.
ORDINANCES
Ordinance No, 1855-26 (l“inal Reading) Create & Fix Rate of Compensation for Alternate Trainee

Mayor's Court Clerk

Councilmember Jeffers moved to approve Ordinance No. 185 ouncilmember Savage seconded the

motion.

Discussion: Councilmember Maschari noted that no dollgr sted for the rate of
compensation, and it was explained that the rate is th rk receives for their regular
position,

Jeffers x Koscho x Leshinski x Maschari x Sav

APPROPRIATIONS

Appropriation Ordinance No. 338
Councilmember Savage moved to approge iati ce No. 338 Councilmember Leshinski
seconded the motion
Jeffers x Koscho x Leshinski x Maschari 3

ADJOURNMENT 7:

flly submitted,

Fiscal Officer Michelle Henke

Mayor Scott



SOUTH AMHERST VILLAGE, LORAIN COUNTY 5/21/2026 1:58:24 PM

Payment Listing UAN v2026.2
51112026 to 5/26/2026
Payment Transaction
Advice # Post Date Date Type Vendor [ Payee Amount _Stati

872026 06M1/2026 O5M/2026 BEW AFLAC 35676 Q
288-2026  O0BM1/2026  05M172026 EW EFTPS 54,763,095 L
385-2026 05112026 05112026 EW Ohio Dept of Taxtion $928.05 0
3a0-2026  05M1/2026  05M1/2026 BEW Ohio Public Employees Deferred Comp $240.00 0
J91-2026  05M1/2026 O5MM/2026 BEW Ohig School District Income Tax $24.36 L
392-2026  06M1/2026  O&MMA2026 EW REGIONAL INCOME TAX AGENCY 5436.81 o
393-2026  06M1/2026 O05/1172026 EW Chio Public Employees Retirerment System §7.476.96 o
J95-2026  0L/22/2026 051872026 EP Laurie J Beran 5899449 O
J96-2026  0L/22/2026 06ME/R2026 EP Dennis M Hevenar $1.041.90 )
972026 052202026 081872026 EF Wendy Kolmorgen $6859.01 o
398-2026 02202026 05M18/2026 EP Brittany M Ramiraz $616.79 o
399.2026 05222026 051872026 ER Alexandra Tuggle $178.53 o
400-2026  06/22/2026  05M8/2026 EF David A Valentine Jr £1,788.02 o
402-2026 06/22/2026 06M19/2026 EP Fenny R K Becker $52.35 o
1022 0512026 0512026 WH LORAIN DEPARTMEMNT OF TAXATION $67.08 o
1023 06132026 05M3E2026 W Skipped Warrants 11023 10 11023 Series 2 F0.00 W
11024 051372026 0513720268 AW Diggers of Chio LLC £11,077.00 0
11025 06M13/2026  05/1372026 AW Avan Lake Regional Water 54 00 Q0
11026 0611372026  05M13/2026 AW Piggy's F100.00 0
11027 051372026 Q081132026 AW LifeCare Ambulance, Inc $732.00 0
11028 051372026 08132026 AW Scruples Cleaning Service $200.00 0
11029 061372026 08132026 AW Avant One LLC $220.00 O
1030 06132026 08MI2026 AW Medical Service Companies £30.00 o
11031 061372026  08M32026 AW Bonded Chemicals, Inc $1,746.00 ]
11032 06M3/2026  08M32026 AW Minuteman Fress 814407 O
11033 0632026 05132026 AW Sunrise Cooperative 325443 8]
11034 06M8/2026 058182026 AW Thomas K Horseman $1,315.88 0
11035 06M8/2026 058182026 AW Treasurer State of Ohio 318,88 0
11036 06/22/2026  05MEBRZ026 PR Matalie lafolla 554,32 LW
1037 092202026 05MEB2026 PR Roceco lafolla $96.07 O
11028 05/21/2026 05/2172026 AW Diggers of Ohio LLC $1.750.00 0
11035 05212026 052172026 AW Core & Main 842,81 0
11040 D9/21/2026 Q52172026 AW Marictti Printing Co F398.00 0
11041 08212026 Q52172026 AW Michelle Henke F25.80 o
11042 05/21/2026  0521/2026 AW Shuttler's Apparel Inc F38T7.00 (8}
11043 05/21/2026  05/21/2026 AW Don Moulds $180.00 O
11044 05/21/2026 052172026 AW K.E McCartney & Associates, Inc. 21,72215 (K]
1045 0802172026 052172026 AW The Henry P Thompson Co 54,035.80 o
11046 05/21/2026  0521/2026 AW Data Mail, Inc 570484 D
11047 052172026 058212026 AW F & J Sanitation $180.00 o
11048 052172026 05212026 AW Larain County Clerk of Courts $100.00 o

Total Payments:  $48,419.22

Total Conversion Vouchers: $0.00

Total Less Conversion Vouchers; W

Fage 1 of 2



SOUTH AMHERST VILLAGE, LORAIN COUNTY S/212026 1:58:24 PM

Payment Listing UAN v2026.2
512026 to 5/26/2026

Type: AM - Accounting Manual Warrant, AW - Accounting Warrant, IM - Investment Manual Warrant, I'W - Investment Warrant, P -
FPayroll Manual Warrant, PR - Payroll Warrant, RW - Reduction of Receipt Warrant, SW - Skipped Warrant, WH - Withholding Warrant,
Wb - Withhalding Manual, WS - Special Warrant, CH - Electronic Payment Advice, IL - Investment Loss, EP - Payroll EFT Voucher,
CV - Payroll Conversion Voucher, SV - Payrell Special Voucher, EW - Withholding Voucher, POS ADJ - Positive Adjustment, NEG ADJ
- Megative Adjustiment, POS REAL - Positive Reallocation, NEG REAL - Megative Reallocation

Slatus: O - Qutstanding, C - Cleared, V - Voided, B - Batch

* Asterisked amounts are not included in report totals. These ransactions oceurred outside the reported date range but are listed for
reference.

Page 2 of 2
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QE FQ ]TA RITA NON-FILER /SUBPOENA
PROGRAM AUTHORIZATION

Option 1 - Letters ONLY

| would like non-filing delinquency letters sent. | do not want to issue
subpoenas.

For the municipality of:

Authorized signature:

Option 2 — Letters and Administrative Subpoenas

I would like non-filing delinquency letters sent and to have administrative
subpoenas for records issued to the non-responders.

For the municipality of:

Authorized signature:

*If you are selecting Option 2 — Letters and Administrative Subpoenas,
please be sure to complete the second page of this document
(Authorization to deduct the costs from your monthly distribution).

In order to participate in the 2026/2027 subpoena program your
completed authorization must be received by June 1, 2026. Your prompt
response is important.

Return your response to:

Email: compliance@ritachio.com




It's time to shred

all those papers, files and receipts
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SOUTH AMHERST
COMMUNITY
SHREDDING EVENT | «.......

The Village is pleased to partner with the Lorain County Solid Au gu st 22
Waste Management District to offer a Paper Shredding Day for 9a.m. - noon
residents. This is a great opportunity to safely and securely

dispose of sensitive documents. or until the

truck is full.

Accepted Items:
Please bring paper documents such as financial records, medical
records, old bills, receipts, and other confidential papers.

Preparation Guidelines: Enter the Town Hall
parking lot from the

S. Lake 5t. entrance,
» Paper clips and staples are typically acceptable, but removing exit to W. Main St

them when possible is appreciated

e Remove all binder clips, rubber bands, and spiral bindings

» No plastic folders, binders, or non-paper materials




RECORD OF ORDINANCE
VILLAGE OF SOUTH AMHERST

Ordinance No. 1857-26 Passed:

AN ORDINANCE DESIGNATING THE COUNCIL PRESIDENT

PRO TEMPORE OF COUNCIL TO PERFORM THE DUTIES OF

THE VILLAGE FISCAL OFFICER AS CLERK OF COUNCIL
DURING THE FISCAL OFFICER'S ABSENCE, RATIFYING AND
CONFIRMING PRIOR ACTIONS TAKEN IN RELIANCE ON SUCH
DESIGNATION RETROACTIVE TO MAY 11, 2026, AND DECLARING
AN EMERGENCY.

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE VILLAGE
OF SOUTH AMHERST, LORAIN COUNTY, STATE OF OHIO THAT:

WHEREAS, the Village of South Amherst, Ohio (the “Village”) is a statutory, non-
charter village operating under the general provisions of Title 7 of the Ohio Revised Code; and

WHEREAS, R.C, 731.20 requires that every ordinance, resolution, appropriation, and
bylaw of the Village be authenticated by the signature of the presiding officer and the clerk of
the legislative authority; and

WHEREAS, R.C. 733.27(A) provides, in pertinent part, that “[i]n case of the absence of
the clerk, such legislative authority shall appoint one of its members to perform the clerk’s
dutics™: and

WHEREAS, Village Codified Ordinance 133.01(b) provides that a village fiscal officer
“shall have those powers, duties, and functions of Village Clerks and Village Treasurers,”
thereby placing the village fiscal officer within the scope of R.C, 733.27(A) with respect 1o the
dutics of clerk of council: and

WHEREAS, R.C., 731.45 authorizes the legislative authority of a village to determine its
own rules and order of business; and

WHEREAS, Council finds that a standing designation of an acting clerk of council, to
assume the authentication duties of the Village Fiscal Officer whenever the Fiscal Officer is
absent from a meeting at which an ordinance, resolution, appropriation, or bylaw is to be
authenticated, will promote the orderly and timely transaction of Village business, climinate
ambiguity, and minimize the risk ol procedural challenge to duly enacted legislation; and

WHEREAS, on and after May 11, 2026, one or more ordinances, resolutions,
appropriations, or bylaws of the Village may have been authenticated during the Fiscal Officer’s
absence without a member of Council having been formally appointed under R.C, 733.27(A) to
perform that duty; and

WHEREAS, Council finds it necessary and proper to ratily, confirm, and re-adopt all
such prior actions to remove any doubt as to their validity; and



WHEREAS, Council further finds that this Ordinance is necessary for the immediate
preservation of the public peace, health, and safety of the Village, in that uncertain authentication
of previously enacted legislation could disrupl Village operations, impair contracts and
obligations entered into in reliance on such legislation, and frustrate the orderly conduct of
public business,

NOW, THEREFORE, BE IT ORDAINED by the Council of the Village of South
Ambherst, Lorain County, State of Ohio, that:

SECTION 1. DESIGNATION OF ACTING CLERK OF COUNCIL..

Pursuant to R.C. 733.27(A) and R.C. 731.45, the President Pro Tempore of Council is hereby
designated, on a standing basis, to perform the duties of clerk of council whenever the Village
Fiscal Officer, including any Village Clerk-Treasurer or Village Clerk then holding that statutory
position, is absent from a meeting of Council. The duties so designated include. without
limitation, the authentication of ordinances, resolutions, and bylaws by signature as required by
R.C. 731.20.

SECTION 2. SCOPE AND LIMITATIONS OF DESIGNATION.

The designation made in Section 1 is limited to the duties of the Village Fiscal Officer in the
Fiscal Officer’s capacity as clerk of council under Village Codified Ordinance 133.01(h), R.C.,
733.27 and R.C. 731.20, including attendance at Council meetings, keeping the record of
proceedings, and authenticating duly passed ordinances, resolutions, and bylaws, The
designation does not transfer to the President Pro Tempore any financial, treasury, disbursement,
depository, investment, payroll, certification of funds, or other statutory duty of the Fiscal
Officer arising under R.C. 733.262, R.C. 733.44, R.C. 5705.41, or any other provision of the
Revised Code. No compensation, bond, or oath in addition to that already in place for the
President Pro Tempore as a member of Council is required for the performance of the limited
duties designated by this Ordinance.

SECTION 3. FALLBACK APPOINTMENT,

[f'both the Fiscal Officer and the President Pro Tempore are absent from a meeting of Council at
which an ordinance, resolution, or bylaw is to be authenticated, Council shall, by motion entered
upon the journal at that meeting, appoint another member of Council to perform the clerk’s
duties for that meeting pursuant to R.C. 733.27(A).

SECTION 4. RATIFICATION AND CONFIRMATION OF PRIOR ACTIONS,

All ordinances, resolutions, and bylaws of the Village that were duly passed by Council on or
after May 11, 2026, and that were therealter authenticated by a signature other than that of the
Fiscal Officer or of a member of Council formally appointed under R.C. 733.27(A), are hereby
ratified, conlirmed, and re-adopted as valid and binding acts of Council, retroactive to their
respective dates of passage. To the fullest extent permitted by law, this Ordinance shall be
deemed to confer upon each such prior ordinance, resolution, and bylaw the same force and
effect as if the authentication had been performed in strict compliance with R.C. 731.20 and R.C.
733.27(A) at the time of passage.

SECTION 5. LIMITATIONS ON RATIFICATION,

Section 4 of this Ordinance is intended to operate as a curative measure with respect to the
authentication of prior legislation only. Nothing in Section 4 shall be construed to (a) revive any
vested right of any person that was extinguished prior to the effective date of this Ordinance, (b)
impose any criminal penalty or new substantive obligation on conduct occurring prior to the



cffective date of this Ordinance, or (¢) validate any prior act that was substantively beyond the
authority ol Council to enact at the time of its original passage.

SECTION 6. COMPLIANCE WITH OPEN MEETINGS ACT.

Council finds and determines that all formal actions of Council concerning and relating to the
passage of this Ordinance, and all deliberations of Council and of any committees of Council that
resulted in such formal action, were taken in meetings open to the public in compliance with all
legal requirements, including R.C. 121.22.

SECTION 7. SEVERABILITY.

If any section, provision, sentence, or clause of this Ordinance is held to be invalid or
unenforceable by a court of competent jurisdiction, the invalidity or unenforceability shall not
affect the remaining sections, provisions, sentences, or clauses of this Ordinance, which shall
remain in full force and effect.

SECTION 8. EMERGENCY DECLARATION:; EFFECTIVE DATE.

This Ordinance is hereby declared to be an emergency measure necessary to ensure the continuous
and uninterrupted operation of Village administration and the timely execution of official
documents, thercby preserving the public peace, health, and safety of the Village. This Ordinance
shall take effect and be in force immediately upon its passage and approval.

Adopted the 26" day of May 2026 Vote: Aye Nay

Scott Jones, Mayor

ATTEST:
Fiscal Ofticer / Council President Pro Tempore

1, Jeanne Maschari, Council President Pro Tempore of the Village of South Ambherst, certifies that the
forgoing Ordinance No, 1857-26 is taken and copied [rom the record of proceedings of the Village Council of the
WVillage of Scuth Amherst, Lorain County, Ohio and that it has been compared by me with the ordinance on the record
and 15 a true and accurate copy. Further, | certify that the adoption of such ordinance occurred in and open mesting
held in compliance with O.R.C, 121,22

Fiscal Officer / Council President Pro Tempore

APPROVED AS TO FORM:

Matthew A. Mishak, Law Director
SA/I857-26 FO - CL BPI



RECORD OF ORDINANCE
VILLAGE OF SOUTH AMHERST

Ordinance No. 1858-26 Passed:

AN ORDINANCE CREATING THE POSITION OF PUBLIC WORKS
OFFICE ADMINISTRATOR AND FIXING THE RATE OF COMPENSATION
AND DECLARING AN EMERGENCY

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE VILLAGE
OF SOUTH AMHERST, LORAIN COUNTY, STATE OF OHIO THAT:

SECTION 1. The Council of the Village of South Amherst hereby creates the following
position for the Village of South Amherst:

(a.) Alternate Trainee Mayor's Court Clerk ............ $18.00
(b.) Per duties outlined in Exhibit A,
(c.) Position effective as of May 10, 2026.

SECTION 2:  That it is found and determined that all formal actions of this Council
concerning and relating to the adoption of this Ordinance were adopted in an open meeting of this
Council, and that all deliberations of this Council and any of its committees that resulted in such
formal action, were in meetings open to the public, in compliance with all legal requirements,
including Scction 121.22 of the Ohio Revised Code.

SECTION 3: This Ordinance is declared to be an emergency measure necessary for the
efficient and orderly operation of the Village of South Amherst and services to the Village, and
the immediate preservation of the public health, safety and welfare of the Village, wherefore, this
Ordinance shall be in full force and effect from and immediately after its passage and approval.

Adopted the  day of May 2026 Vote: Aye Nay

Scott Jones, Mayor

ATTEST: B
Fiseal Officer'Council President Pro Tempore

I Michelle Henke, the Fiseal Officer of the Village of South Amherst, certifies that the forgoing Ovdinance Mo, 1855-26
i5 taken and copied from the record of proceedings ol the Village Council of the Village of South Ambherst, Lorsin County, Ohin
and that it has heen compared by me with the erdinance on the record and is a true and aceurate copy. Further, | certify that the
gedoption of such ordinance occurred in and open meeting beld in compliomee with OR.C, 12122

Fiscal Officer/Council President Pro Tempore

APPROVED AS TO FORM:

Matthew A, Mishak, Taw Director
SACIESE-26 Create & Rate of Comp PW Office Admin



Ordinance Na. 1858-28 Exhibit A

4 N, G.ff:- ol = o r P % ‘ézi “f i
J II o T Job Description Public Works Department
103 W Main 5t South Amherst OH, 44001

3%3‘

Job Title

Public Works Office Administrator
Department

Public Warks Department
General dascription

Perform administrative duties in support of the daily operations and business activities of the Village Public Warks
Department, including financial management and statutory clerk responsibilities. Assists in the preparation of
departmental budgets and the implementation of water-related ordinances and resolutions. Prepares and manages
correspondence on behalf of the Public Works Department and carries out assignments as directed by the Village
Administrator, Responsible for processing security deposit refunds and account overpayment refunds. Receives and
processes payments for water accounts and ensures the timely depasit of funds collected from all Village departments.

Supervision received
Works under the general supervision of the Village Administrator
Responsibilities and activities as assigned

The listed examples may not include all duties performed by the person in this pasition. Duties may vary from time to
time and are at the discretion of the Village Administrator or Mayor. All requirements are subject to possible modification
to reasonably accommodate an individual with a disability.

Reception and customer service

* Pravides effective and efficient customer service to residents, vendors, and other constituents of the Village of South
Amherst.

* Recelves requests, complaints, and inquiries from the public and routes them to the appropriate personnel for
processing; handles matters directly when required.

* Answers telephone calls and provides infarmation and assistance to the public by responding to questions, researching
records, and directing individuals to the appropriate department ar staff member,

* Establishes new water accounts and transfers pertinent information from existing accounts to the appropriate address,
Provides new water account customers with applicable ordinances and information regarding payment lacations and
procedures.
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Accounting/finance

# Operatas a cash drawer to process customer payments, make change on accounts, and maintain accurate cash
handling procedures; balances and replenishes funds as required

= Recanciles revenues with the Village Fiscal Officer to ensure all accounts and financial records remain accurate and
balanced.

* Collects and processes payments received at the counter, through the mail, and from Piggy's; posts payments to
customer accounts and prepares daily journals for recordkeeping and account balancing purposes.

= Receives and processes new security depasits, posting payments to customer accounts and maintaining accurate
records of deposits and refunds when applicable. Warks with the Fiscal Officer to reconcile reserve amounts with
financial statements.

= Assesses and processes applicable fees in accordance with Village policies and procedures.

* Processes payments for water tap-ins, storm tap-ins, zoning permits, other parmits, Mayor's Court fines, and cemetery
services, ensuring all reguired paperwork and documentation are completed accurately and maintained properly,

Administrative duties

* Reviews and questions inaccurate meter readings and follows up as necessary to ensure billing accuracy,

= Prepares maonthly billing for all water accounts in a timely and accurate manner.

= Maintains confidentiality of sensitive informatian to preserve public trust and comply with applicable policies.

= Attends special meetings, conferences, trainings, and other events as required.

» Composes correspondence, reports, letters, past due natices, and other official documents.

* Conducts research and prepares supporting materials to assist the Village Administrator in making informed decisians
and carries out assignments as directed.

= Communicates with the Law Director regarding bankruptcies, ordinance changes, and operational issues with
patential legal implications under the direction of the Village Administrator.

* Prepares and distributes work arders to the appropriate personnel.

= Prepares shut-off notices, coordinates payment arrangements with customers, and issues work orders for water shut-
offs when necessary.

= Collaborates with software vendors to improve and implement software system enhancements,

* Maintains accurate files and account records documenting customer and departmental activity.

* Orders office and departmental supplies as needed with approval from the Village Administrator and maintains
inventory records.

= Maintains records of property ownership and tenant/property owner changes.

* Assists auditors by generating reports and providing financial data and documentation required for audits.

* Receives and processes zoning, water tap-in, and storm tap-in applications and uploads required documentatian inta
the GIS system.

» Attends Mayor's Court training and assists with court-related duties as required.

= Creates educational and infarmational materials far public distribution.

Schedules meetings, appointments, and training events for the Village Administratar and Clerk.

» Warks directly with the Ohio Environmental Protection Agency to prepare and submit required reports and
dacumentation.

* Creates and maintains Excel spreadsheets, Word documents, and other materials to support Village operations.

* Completes daily chlarine testing as needed in accordance with operational requirements,

* Coordinates and documents all backflow testing activities and uploads results into the Silversmith Data system.

M350 ;M
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= Prepares ordinance violation letters for distribution at the direction of the Village Administrator.

Knowledge, skills, and abilities

» Considerable knowledge of financial management practices, including the collection and processing of accounts,

= Demanstrated ability to work independently, prioritize tasks, conduct research, and resolve problems effectively,

= Considerable ability to accurately handle, account for, and reconcile monies received.

* Ability to perform mathematical calculations and maintain accurate, complete, and organized records and files,
Ability to communicate effectively both orally and in writing and interact professionally with employees, Village
officials, residents, and the public.

= Ability to represent the Village in a professional, courteous, and efficient manner.

* Skilled in the operation of standard office equipment and automated utility billing and water system software with
speed and accuracy,

= Ability to compose correspondence, reports, notices, and other written materials in a clear and professional manner,
e Ability to lift, move, and carry up ta 30 pounds as required in the performance of duties.

L]

Position requirements

Education: High school diploma or GED. Background in using Microsoft Office products.

Experience: Customer service, accounting, accaunt payables, record keeping.

Office equipment

Experlence in the operations of fax, copy machines, computer, printer, telephone, postage machine, and calculatar
Vacation requirements

When taking scheduled vacation or leave time, ensures all appropriate documentation, communication, and task

coardination are completed in advance to maintain continuity of operations and ensure responsibilities are covered
during ahsence.

Signature Date

Witness Date



RECORD OF ORDINANCE
VILLAGE OF SOUTH AMHERST

Ordinance No. 1859-26 Passed:

AN ORDINANCE ESTABLISHING RECORDS MANAGEMENT
POLICIES FOR THE VILLAGE OF SOUTH AMHERST

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE VILLAGE
OF SOUTH AMHERST, LORAIN COUNTY, STATE OF OHIO THAT:

SECTION 1. Codification
That the Codified Ordinances of the Village of South Amherst are hereby amended by

enacting a new Chapter 106 titled:
“CHAPTER 106: OFFICIAL RECORDS AND PUBLIC RECORDS MANAGEMENT”

SECTION 2. Enactment of Chapter 106
The following scctions are hereby adopted:

CHAPTER 106
Official Records and Public Records Management

106.01 Purpose 106.07 Records Retention

106,02 Compliance with State Law and Policies 106,08 Disposal of Records
106.03 Records Custodian 106.09 Confidential Records and
106.04 Maintenance of Records Redactions

106.05 Official Record of Proceedings 106.10 Electronic Records
106.06 Public Records Access 106.11 Administrative Authority

106.01 Purpose

This chapter establishes policies governing the management of village records, including
their creation, maintenance, retention, access, and disposal, in compliance with applicable
Ohio law.

106.02 Compliance with State Law and Policies

All ofticial records of the Village shall be managed in accordance with:

(a) The Ohio Public Records Act (R.C. 149.43) and other applicable provisions of the
Ohio Revised Code;

(b) The most recent version of the Village’s adopted Public Records Policy.

(¢) The most recent state-approved records retention schedule applicable to the Village,
as approved by the Ohio History Connection and the Auditor of State.

106.03 Records Custodian

(A) The Fiscal Officer is hereby designated as the primary custodian of Village records.
(B) Department heads are responsible for records generated within their respective
offices, subject to oversight by the Fiscal Officer or their designee.

[B59-26



106.04 Official Record of Proceedings
(A) The official record of proceedings of the Village legislative authority, boards,
commissions, and other public bodies of the Village shall be the written minutes of such
meetings.
(B} Such minutes shall:
l. Be prepared in writing:
2. Be approved by the public body to which they pertain; and
3. Be maintained by the Fiscal Officer or their designee as part of the Village’s
official records.
(C') Audio or video recordings of meetings, il made, are:
1. Considered supplemental records only; and
2. Do not constitute the official record of proceedings unless specifically adopted
by ordinance.

106.05 Maintenance of Records

(A) All records shall be:

Accurately created, maintained, and preserved in a manner that protects them from
damage, loss. or unauthorized access.

(B) Records may be maintained in paper or electronic format, provided they remain
accessible and retrievable.

106.06 Public Records Access

(A) Public records shall be made available for inspection and copying in accordance with
state law and the Village’s Public Records Policy. Requests shall be handled promptly
and within a reasonable period of time, and any fees for copies shall not exceed the actual
cost of reproduction as established by policy.

106.07 Records Commission

(A) The Village shall maintain a Records Commission as required by law, The Records
Commission shall perform all duties as prescribed by law, including the review and
approval of records retention schedules and authorization of records disposal,

106.08 Records Retention

(A) The Village adopts by reference its current records retention schedule, as approved
by the State of Ohio,

(B) No records shall be destroyed or otherwise disposed of except in accordance with that
schedule,

106.09 Disposal of Records

(A} Records eligible for disposal shall be destroyed only:

In accordance with the approved retention schedule; and with proper documentation
maintained by the Fiscal Officer or their designee.

(B) Records containing confidential information shall be destroyed in a secure manner.

106.10 Confidential Records and Redaction

(A) Records exempt from disclosure under Ohio law shall not be released except as
authorized,

(B) When only a portion of a record is exempt, the Village shall redact the exempt
portion and release the remainder.

1859-24



106.11 Electronic Records

Electronic communications, including email and digital files documenting official
business, are public records and shall be retained and managed in accordance with
applicable law, policy, and retention schedules.

106.12 Administrative Authority

The Village Fiscal Officer or designee is authorized to:
(A)Implement procedures necessary to carry out this chapter;
{B) Maintain records retention documentation;

(C) Ensure compliance with applicable laws and policies,

SECTION 3. Council declares that actions taken under this ordinance are administrative
m nature and necessary for the proper management of Village operations.

SECTION 4. If any provision of this ordinance is held invalid, such invalidity shall not
atfect the remaining provisions.

SECTION 5: That it is found and determined that all formal actions of this Council
concerning and relating to the adoption of this Ordinance were adopted in an open meeting of this
Council, and that all deliberations of this Council and any of its committees that resulted in such
formal action, were in meetings open to the public, in compliance with all legal requirements,
including Section 121.22 of the Ohio Revised Code.

First Reading: May 26, 2026 Second Reading:
Adopted the  day of 2026 Vote: Aye Nay

Scott Jl:_mcs, Mayor

ATTEST:

Fiscal Officer

[, Michelle Henke, the Fiscal Otticer of the Village of South Amherst, certifics that the forgoing Ordinance Mo, 1858-26
i taken and copied from the record of proceedings ol the Village Council of the Village of South Amberst, Lomin County, Ohio
and that it has been compared by me with the ordinance on the record and is o true and aceurate copy, Further, | certify that the
aeloption ol such erdinance occurred in and open meeting held in complianee with O.R.C. 121,22

Fiscal Officer

APPROVLED AS [0 FORM,

Matthew A, Mishak, Law Dircetor
SAHER-20 Ear Records Monagement Policies



S Village of South Amherst
:;?:’E "b""_‘g‘“\‘};;,_ - Building & Zoning Department

Noonagee/ (440) 986-1061
A !

e recordsclerk@southamherst.org

NEW BUSINESS

i I'g.. = me (103 W Main St. South Amherst, OH 44001
N

$75.00 ZONING / CONDITIONAL USE PERMIT APPLICATION

{(Sections 0000000001133.07 & 1165.02)

BUSINESS INFORMATION
Business Name; e

Business Address:

Phone Number: Email:

Website Link:

APPLICANT STATUS (check one):

[ Property Owner Cllessee [l Authorized Agent

Applicant Name: —
Applicant Address: o

Phone Number: - Email;
Property Owner Name: _
Property Owner Address:

Phone Number: Email:

Property Owner Signature:

{Reguired if applicant is not the owner)

_ Date:

PROPERTY INFORMATION
Property Address / Location:

Parcel Number(s):

Zoning District: —
Total Size of Property (acres or sq. ft.):
Current Use of Property:

Proposed Conditional Use:

REQUIRED SUBMITTALS

(Attach all applicable documents)

[ Completed application form

[0 Legal Description of the property ***

[1Site Plan / Plot Plan / Development Plan, drawn to scale, showing: ***
» Abutting streets
» Location and dimensions of all existing and proposed structures
» Types of buildings and proposed uses
« Acreage or area involved
« Parking and loading areas



+ Proposed landscaping and planting
« Existing site conditions
"l Location of all structures within fifty (50) feet of the property ***
O Location and depth (if known) of existing utility lines on the property or adjacent streets ***
[l Property boundary locations ***
[] Access, utility, and storm drainage easements, if any ***

ADJACENT PROPERTY OWNERS ***
Attach a separate list including the names and mailing addresses of all adjacent property

owners.
O Adjacent property owner list attached

ADDITIONAL INFORMATION (If Required by Planning Commission) ***

The Planning Commission may require submission of the following. Check all that apply:
[ Traffic Impact Analysis

[l Drainage Impact Analysis

O Evidence of Financial Capability

[l Detailed architectural plans

] Engineering plans

0O Construction plans

O Other: o _ . = e

FEES & CONSULTANT REVIEW

[J Application fee paid (amount established by Village Council)
Fee Amount Paid: $
Date Paid: o

*** Raguired if new construction

FOR OFFICE USE ONLY

FEES & CONSULTANT REVIEW
O] Application fee paid (amount established by Village Council)

Fee Amount Paid: § Date Paid:
O Additional consultant fees paid by applicant if applicable
Fee Amount Paid: $ Date Paid:

APPROVALS AS REQUIRED

Site Plan: Planning: Council:
Conditional Use: Planning: Couneil: Type:
Variance: Planning: Council: Type: _

This certifies that the [ssuance of this Zoning permit is in compliance with the Zoning Code as set forth in the
Codified Ordinances of the Village of South Amberst.

David Valentina, Zoning Administrator

57542026



Village of South Amherst Temp OCC $175.00
/ \!

E‘EI" i -*: Building & Zoning Department OCCFee  $65.00
nr (103 W Main St. South Amherst, OH 44001 Reinspect, $150.00

" (440) 986-1061 recordsclerk@southamherst.org Replace  $215.00

COMMERCIAL/INDUSTRIAL APPLICATION FOR OCCUPANCY

BUSINESS INFORMATION
Business Name:
Business Address:
Phone Number: Email:
Federal ID #;

Business Owner's Name;
Business Owner’'s Address:

Phone Number: Email:

Property Owner Name:

Property Owner Address:

Phone Number: Email:
Federal ID #:
Contact Name:

Phone Number:

Fedoddrdodedode e d ek Ak Rk E kR

Inspection Date:

OBC Use Group Occupancy Load
Construction Type Floor Live Load -
Comments:

Approved: Denied:

Building Official:

The Building Inspector shall upon application by the awner/lenant, make or causa to ba made & final inspection of all buwildings or
structures hereafter arocted, constructed, equipped, altered, repairad, added [o or reocoupies. No building shall be offered for rant,
sate, or occupied in whole ar part, which does not fully compfly with the provisions of 0BG Section 111,

e e ok e e e o e e ok e i ok e e ook o

Inspection Date:

Fire Suppression Y M N/A Smoke Detectors Y M N/A

Alarm Systems Y M M/A Emergency Signage Y M N/A

Emergency Lighting Y N N/A Fire Extinguishers Y N N/A

Egress - Front Y N N/A Egress — Back Y N N/A
Approved: Denied:

Comments;

Fire Safety Inspector:

5/5/2026
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_,é Y \ Village of South Amherst
enr (e — 103 W Main St. South Amherst, OH 44001
W y (440) 986-1061
TRRLARS recordsclerk@southamherst.org
South Amherst Police Department South Amherst Fire Department
Chief of Police Michael Frazier Fire Chief Aaron Grimm
440-986-8118 440-986-5901

Please provide our safety departments with the following information so
we may serve you efficiently in the event of an emergency.

Business Name:

Business Address:

Phone Number: Email:
Hours of Operation:

Name of Alarm Company:

Alarm Company Phone Number:

Keyholders - please list in order who you wish to be called in the event of an emergency.

Phone;:

Phone:

Phone:
Phone:

it B

Please complete the form and email to recordsclerk@southamehrst.org or drop off at the
Village Hall. If there are questions, please contact the appropriate Safety Department. For
general questions, please contact the Records Clerk by calling 440-986-1061 or email.



Regional | Tax A E; Q I | A 800.860.7482
ional Income Tax Agency
FORM Business Registration Form - TDD 440.526.5332

48 REGIONAL INCOME TAX AGENCY ritaohio.com

Access ritachio.com to register electronically using MyAccount. Login to
MyAccaunt to Add a Municipality or Add Subcoentractor. These features allow

Municipality p I 3
you to report a new location or new subcontractor project electronically,
[Business Type |Raason for Registration ﬂ
Corooration | | mon-Profil Courtesy withholding for an employee's resident municipality
SCanp I:l Estate & Trust I:l Doing business within the municipality this year {temporary)
D'_-_C El Sole Proprietor £ LLE Appros. #of days Starl Date
I:l Business with a fixed locatian
Parinership . : 7
Date business began at this location

cn —

‘Company Information  (List physical address of work performed within this municipality)

Mame: Federal 1D #:

Address: S5M

(requirad if sole proprietor)

City/State/Zip:

Mailing Address |for withhalding tax forms ¢ if different from above) Mailing Address for net profit tax farms § If different from ahowe)

*Please note that your Federal Identification Number will serve as your RITA account number.

Filing Status:

| Calendar year DFiscaI year / manth ending

Do you have any employees? El"r’es DND
Mumber of employees at RITA location

My withholding is filed under a 3rd party account [PEO or commen paymaster) Yes Mo
Ifyes, list Federal IO &

Manthly gross payroll at RITA location 5

| am a small employer {undar $500,000 in gross revenue during previeus year) Yas Mo
_Contractors o BT

| am a contractor Yes MNa

Will you be using sub-contractors? Yes No

Ifyes, complete page 2.

Total contract amount of the project 5

The Infarmation Hereby Submitted is True and Correct.

Frint Mame Title Phaone Number

/ /

Signature Date

Please compizta and sign this Registration Form and regtuin within 10 business days. Plaase be advised that failure to tmey seglster with RITA may resull in defays in the
processng of any required ncome tax filngs or may resull i fulure ponaly and interest charges, § applicable. If you have any guestions please confact the Reaistration
Daparmant at the number below,

Mail to: RITA Call: 800.860.7482, ext. 5008
ATTH: BUSINESS REGISTRATION ritachio.com TOD: 440.526.5332
P.O, BOK 477500 Fax: 440.922 3536

BROADVIEW HEIGHTS, OH 44147-7300



Sub-contractor Name / Address

$

Contact Name

Contract Amount

Fhone Mumber

Extimated Start Date

EI @r Socizl Sacurity o

Trade

Sub-contractor Name / Address

5

Contact Name

Contract Armount

Phone Mumber

Estimnated Start Date

EIM or Social Security #

Trade

| sub-contractor Name / Address

$

Contact Name

Contract Amount

Phang Mumber

Estimated Start Data

EIf cor Social Security /

Trade

gﬂ"hcpnlmnltﬂrﬂgmﬂfkddreﬁ

$

Contact Nama

Contract Amount

Phane Murmber

Estimated Start Date

FIN or Social Security #

Trade

/ Address

| subcontractor Nam

5

Contact Name

Contract Arnount

Phane Murmher

Estimiated Start Cata

Eity e Social Security #

Trade

et

||5ﬂﬁ-§hm?§mrﬁm{&; Address

$

Contact Name

Cantract Amount

Phane Murrther

Estimated Start Date

EIt or Social Security #

Trade

u'lf more space is needed, you may attach a separate schedule that includes ALL of the required information listed above,

Mail to: RITA |

) ) Call: 800.860.7482, exl. 5008
ATTM: BUSINESS REGISTRATION ritachio.com TOD: 440.526.5332
F.0O. BOX 477500 Fax: 440.922.2535
BROADVIEW HEIGHTS, OH 44147-7300 |



e Village of South Amherst

RO o o :
,J;/ = “\{a Building & Zoning Department
Yo me (103 W Main St. South Amherst, OH 44001

‘& el ‘/ (440) 986-1061

= recordsclerk@southamherst.org

NEW BUSINESS
$75.00 ZONING / CONDITIONAL USE PERMIT APPLICATION
(Sections 0000000001133.07 & 1165.02)

BUSINESS INFORMATION
Business Name:

Business Address:

Phone Number:

Website Link:

Email:

APPLICANT STATUS (check one):
L1 Property Owner LlLessee
Applicant Name:

L1 Authorized Agent

Applicant Address:

Phone Number:

Property Owner Name;

Email;

Property Owner Address:

Phone Number:

Property Owner Signature;

Email:

(Required if applicant is nat the awner)

Date:

PROPERTY INFORMATION
Property Address / Location:

Parcel Number(s):
Zoning District:
Total Size of Property (acres or sq. ft. ]

Current Use of Property:
Proposed Conditional Use:

REQUIRED SUBMITTALS

(Attach all applicable documents)

[l Completed application form

L1 Legal Description of the property ***

[1Site Plan / Plot Plan / Development Plan, drawn to scale, showing: ***

= Abutting streets

= Location and dimensions of all existing and proposed structures

« Types of buildings and proposed uses
« Acreage or area involved
« Parking and loading areas



