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6:15 pm BOPA     
6:15 pm Electric Comm.

4:00 pm Records Comm.

10:30 am Privacy Comm.
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5th Monday No Scheduled Meetings





                  
City of Napoleon, Ohio 













































Electric Dept. Report November 2019 
 

There were 13 Outage/callouts for November. 2 callouts were turn ons for billing dept. 5 were 
outages/equipment failures.  I callout was a water main break. 2 callouts were customer issues. 
1 was hit skip accident at Oberhaus Park. 2 were tree issues. 

Linemen/Service Truck: Crews replaced the transformer pole with taller pole and reduced the 
size of the transformer due to decreased load on the bank. Linemen worked on the URD at 
West Villa Condos. Crews performed shutoffs for billing dept. Crews installed a new URD on Rd. 
T between Rds. 9 and 10. Crews installed a new home URD on Rd. P West of Route 6. Crews 
helped electric tree crew remove 6 trees for new pool construction. Crews prepped for new 
Vision center at Independence and Oakwood. Crews repaired a URD at 170 Derome Drive. 
Crews installed 2 URD’s on Old School Drive.  Crews worked 3 days cleaning up trees and 
branches and handling complaints concerning wind storm damage. Crews removed tree 
obstructing view at intersection of Haley and Strong. Crews repaired light hit by a car at 
Oakwood park. All electric personnel received CPR and AED training at FD on the 19th. Crews 
pulled in primary URD on Rd. 14 South of River in wooded area. Crews removed poles and wires 
at Knights Inn for lift station project. Crews removed large dead tree at Southside War 
Memorial. Linemen replaced and upgraded service on St. Rt. 110. Crews installed Christmas 
Lights and banners. The service truck performed service as needed, handled work orders and 
locates on OOPS tickets. He also installed LED street lights as time permitted. 

Substation Crew: The Substation crew performed weekly and monthly checks at all substations 
and performed mandatory testing on the 138 KV ring buss breakers.  They also worked with 
contractors on IT firewall protection. The Substation Dept. also worked on RP3 data to submit 
to APPA. 

Tree Crew: The line clearance crew worked at 1106 Clairmont, Highland, trees at Glenwood 
Park for pool demolition, Haley and Strong, Southside War Memorial and Picket Fences. 

Storeroom/Inventory/Meter Reading: Shawn has been busy ordering year-end supplies, 
setting up new spread sheets for inventory, completing year end ordering and helping line 
crews as needed. 

The Peak Load for November was 21.99 MW occurring on the 13th at 11:30 AM. This was a 
decrease of .24 MW compared to November 2018.The Average Load for November was 16.99 
MW. This was a decrease of .5 MW compared to November 2018. The turbines ran on 11/17/19 
and produced 26.21 MWh. JV2 did not run in November. 

 

DPC 12/04/19 
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City of Napoleon, Ohio 
SUMMARY OF NOVEMBER 2019 OUTAGE/STANDBY CALL-OUTS 

 
November 6, 2019: 
One employee was dispatched at 3:10 p.m. to location on Daggett Drive, Euclid Avenue and 
County Road 12. The call-out resulted in non-outages due to a turn ons from shut offs. 
 
 
November 9, 2019: 
Electric personnel were dispatched at 12:15 p.m. to 170 Derome Drive. The outage lasted one and 
one half hours and affected one customer. The resident was experiencing half power. Personnel 
hooked up service saver. 
 
 
November 10, 2019: 
Electric personnel were dispatched at 6:35 p.m. to 604 Euclid Avenue. The outage lasted one hour 
and affected one customer. The resident was experiencing half power due to a bad insulink. 
Personnel fixed the issue with a H-Tap connector. 
 
 
November 11, 2019: 
Electric personnel were dispatched at 3:45 p.m. to 655 American Road. The outage lasted one half 
hour and affected one customer. The outage was due to a broken wire due to ice. Personnel 
repaired field and center phase stingers to the hot line clamps and reenergized. 
 
 
November 12, 2019: 
Electric personnel were dispatched at 7:47 a.m. to 500 E Clinton Street. The call-out resulted in a 
non-outage due to a water main break. Personnel verified electric lines were in the clear. 
 
 
November 15, 2019: 
Electric personnel were dispatched at 6:18 a.m. to 610 Buckeye Lane. The call-out resulted in a 
non-outage. It was a customer main breaker issue. 
 
 
November 17, 2019: 
Electric personnel were dispatched at 1:17 a.m. to Oberhaus Park. The call-out resulted in a non-
outage. A street light was hit, hot wires were exposed and the pole was laying on the ground with 
the light still on. Personnel taped up exposed wires and secured site. 
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November 19, 2019: 
One employee was dispatched at 3:20 p.m. to the City Building. The call-out resulted in non-
outage due to a turn on from shut offs. 
 
 
November 19, 2019: 
Electric personnel were dispatched at 4:37 p.m. to 1000 block of W Washington Street. The outage 
lasted one and one half hours and affected sixteen customers. The outage was due to bad 
connections. Personnel replaced all bad connections. 
 
 
November 28, 2019: 
Electric personnel were dispatched at 4:00 p.m. to Q027 County Road 16. The call-out resulted in 
a non-outage. Personnel removed tree from power lines. 
 
 
November 28, 2019: 
Electric personnel were dispatched at 5:30 p.m. to 29 Sutherland Avenue. The call-out resulted in 
a non-outage. It was a customer main breaker issue. 
 
 
November 28, 2019: 
Electric personnel were dispatched at 9:15 p.m. to Oakwood Park. The outage lasted one hour and 
affected one customer. The outage was due to a broken wire. Personnel repaired the broken wire 
on cut out feeding the park. 
 
 
November 30, 2019: 
Electric personnel were dispatched at 4:30 p.m. to 16554 County Road R. The outage lasted two 
hours and affected one customer. The outage was due to a tree falling on primary and neutral. 
Personnel repaired the primary and neutral lines after removing the tree that took the lines down. 
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City of Napoleon, Ohio  
 255 West Riverview Avenue, P.O. Box 151 

Napoleon, OH  43545 
 Telephone: (419) 599-1235    Fax: (419) 599-8393 

www.napoleonohio.com  

Memorandum 
To:

From:

Date:
Subject:

Water, Sewer, Refuse, 
Recycling and Litter Committee







  City of Napoleon, Ohio 





         City of Napoleon, Ohio 







See instructions before completing this form. Must be submitted with PART 2

Please Note:   The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission retain a permanent 
copy of this form 



See instructions before completing this form. 
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RECORDS RETENTION SCHEDULE (RC-2)– Part 1 
See instructions before completing this form. Must be submitted with PART 2

 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017 
 

Ohio History Connection 
State Archives of Ohio 
Local Government Records Program 
800 E. 17th Avenue 
Columbus, Ohio 43211-2474 
614.297.2553   
localrecs@ohiohistory.org    
www.ohiohistory.org/lgr  
 

 
Section A: Local Government Unit 

CITY OF NAPOLEON      FINANCE DEPARTMENT 
 

(Local Government Entity)                (Unit) 
  
      KELLY O’BOYLE   FINANCE DIRECTOR 

 
(Signature of Responsible Official)   (Name)    (Title)    (Date)   

 
 
Section B: Records Commission 
 
CITY OF NAPOLEON    Records Commission                             419-592-4010

 
                                                             (Telephone Number) 
255 W. RIVERVIEW AVE. – P.O. BOX 151  NAPOLEON  43545   HENRY 

 
(Address)                    (City)                  (Zip Code)  (County) 

 
To have this form returned to the Records Commission electronically, include an email address:  
 
     rdietrich@napoleonohio.com                                                                                       . 
 
I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules listed on this 
form and any continuation sheets.  I further certify that our commission will make every effort to prevent these records series from being destroyed, 
transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly disposed of which pertains to any pending 
legal case, claim, action or request.  This action is reflected in the minutes kept by this commission.   
  
 

 
Records Commission Chair Signature   Date  
 

 

Section C: Ohio History Connection - State Archives  

 
 

Signature      Title      Date  
   

 

Section D: Auditor of State  

 

Signature      Title      Date  
 
 

Please Note:   The State Archives retains RC-2 forms permanently. It is strongly recommended that the Records Commission retain a permanent 
copy of this form 
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    Section E:  RECORDS RETENTION SCHEDULE (RC-2) – Part 2 

See instructions before completing this form. 

 

 
   (Local Government Entity)      (Unit) 
 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
RC-3 

Required 
by  

LGRP 
FIN-01 
 

TIME CARDS 1 YEAR PAPER   

☐ 

FIN-01A TIME SHEETS 4 YEARS 
1 YEAR 

ELEC-
TRONIC 
PAPER 

  

☐ 
FIN-02 EMPLOYEE EARNINGS RETIRE-

MENT 
PLUS 30 
YEARS 

PAPER   

☐ 

FIN-03 RETIREMENT DEDUCTION 
RECORD 

RETIRE-
MENT 
PLUS 30 
YEARS 

PAPER   

☐ 

FIN-04 PERS REPORTS 100 YEARS 
FROM 
CREATION

PAPER   

☐ 
FIN-05 PAYROLL LEDGER 5 YEARS PAPER   

☐ 

FIN-06 PAYROLL RUNS & TRIAL 
BALANCES 

5 YEARS PAPER   

☐ 
FIN-08 W-2’S – W-4’S 7 YEARS PAPER   

☐ 
FIN-09 BUDGET PREPARATION 

RECORDS 
RETAIN 
UNTIL 
AUDITED 

PAPER   

☐ 
FIN-10 MONTHLY MUNICIPAL CURT 

RECORDS (GRANTS) 
RETAIN 
UNTIL 
AUDITED 

PAPER   

☐ 

FIN-11 PAY-INS 3 YEARS PAPER   

☐ 
FIN-12 DEPOSIT TICKETS 3 YEARS PAPER   

☐ 
FIN-13 
 

GAS PRINTOUTS/WEX/ 
FUELMASTER REPORTS 

5 YEARS PAPER   

☐ 
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    Section E:  RECORDS RETENTION SCHEDULE (RC-2) – Part 2 

See instructions before completing this form. 

 

 
   (Local Government Entity)      (Unit) 
 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
RC-3 

Required 
by  

LGRP 
FIN-14 
 

VOUCHERS 5 YEARS PAPER/ 
ELEC- 
TRONIC  

  

☐ 

FIN-15 WORK ORDERS 6 YEARS PAPER/ 
ELEC- 
TRONIC 

  

☐ 

FIN-16 
 

ACCOUNTS PAYABLE 
PRINTOUTS 

3 YEARS PAPER   

☐ 
FIN-16A VENDOR INFORMATION 

FORMS 
10 YEARS 
UNLESS NO 
LONGER 
DOING 
BUISNESS 
WITH CITY 

PAPER   
☐ 

FIN-17 CITY INVOICES 3 YEARS PAPER   

☐ 
FIN-18 ANNUAL FINANCIAL REPORTS 

 
PERMANENT PAPER   

☐ 
FIN-20 DAILY CASH RECEIPTS 

(BILLING STUB, PAID SLIP, 
TAPES & SUMMARY SHEETS) 

3 YEARS PAPER   

☐ 

FIN-26 GOLF MEMBERSHIP, GREENS 
FEE TICKET REPORTS 

RETAIN 
UNTIL 
AUDITED 

PAPER   

☐ 
FIN-27 SWIMMING POOL DAILY 

REPORTS, RECEIPTS & 
TICKETS 

RETAIN 
UNTIL 
AUDITED 

 
PAPER 

  

☐ 
FIN-28 STATE EXAMINERS REPORT PERMANENT PAPER   

☐ 
FIN-29 BULK WATER SALES SLIPS RETAIN 

UNTIL 
AUDITED 

PAPER   

☐ 

FIN-31 BOND & COUPON 
STATEMENTS 
 

RETAIN 
UNTIL 
ISSUE 
PAID 

PAPER 
 
 

  

☐ 
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    Section E:  RECORDS RETENTION SCHEDULE (RC-2) – Part 2 

See instructions before completing this form. 

 

 
   (Local Government Entity)      (Unit) 
 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
RC-3 

Required 
by  

LGRP 
FIN-32 CANCELED CHECKS/BANK 

STATEMENTS 
5 YEARS PAPER   

☐ 
FIN-35 CONTRACTS (FINANCE 

RELATED) 
15 YEARS 
AFTER 
EXPIRATION 

PAPER   

☐ 
FIN-36 INSURANCE POLICIES – 

DESTROY PROVIDED ALL 
CLAIMS SETTLED & AUDITED 

RETAIN 20 
YEARS 
AFTER 
EXPIRATION 

PAPER 
 

  

☐ 

FIN-37 APPRAISAL OF CITY 
PROPERTY 

10 YEARS PAPER   

☐ 
FIN-38 WATER/SEWER TAP PERMITS 

(UTILITY RELATED) 
2 YEARS PAPER   

☐ 
FIN-39 ACCOUNTS RECEIVABLE 

LEDGERS  
6 YEARS ELEC-

TRONIC 
 

  

☐ 
FIN-44 RECEIPT BOOKS RETAIN 

UNTIL 
AUDITED 

PAPER   

☐ 
FIN-46 EMAIL – POLICY OR 

CONTRACTURAL 
EMAIL – GENERAL 

2YEARS 
 
UNTIL NO 
LONGER 
ADMIN 
NEEDED 

ELEC-
TRONIC 

  

☐ 

FIN-47 CORRESPONDENCE 
(OUTGOING MEMOS) 

UNTIL NO 
LONGER 
ADMIN 
NEEDED 

PAPER 
 
 

  

☐ 

FIN-48 CORRESPONDENCE 
(INTERNAL MEMOS) 

UNTIL NO 
LONGER 
ADMIN 
NEEDED 

PAPER   

☐ 

FIN-48A CORRESPONDENCE 
(INTERNAL NOTES) 

UNTIL NO 
LONGER 
ADMIN 
NEEDED 

PAPER   

☐ 
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    Section E:  RECORDS RETENTION SCHEDULE (RC-2) – Part 2 

See instructions before completing this form. 

 

 
   (Local Government Entity)      (Unit) 
 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
RC-3 

Required 
by  

LGRP 
FIN-49 PHONE MESSAGES UNTIL NO 

LONGER 
ADMIN 
NEEDED 

PAPER 
 

  

☐ 

FIN-50 CORRESPONDENCE 
(OUTGOING) 

UNTIL NO 
LONGER 
ADMIN 
NEEDED 

PAPER   

☐ 

FIN-51 DRAFT COPIES OF 
DOCUMENTS 

UNTIL NO 
LONGER 
ADMIN 
NEEDED 

PAPER 
 

  

☐ 

FIN-55 REQUISITIONS 5 YEARS  PAPER/ 
ELEC-
TRONIC 

  

☐ 
FIN-55A REQUISITIONS – CARBON 

COPY – UNTIL 10/1/19 
NR PAPER/ 

ELEC- 
TRONIC 

  

☐ 
FIN-56 PURCHASE ORDERS 

 
5 YEARS PAPER/ 

ELEC- 
TRONIC 
 

  

☐ 

FN-56A PURCHASE ORDERS – CARBON 
COPY – UNTIL 10/1/19 

NR  PAPER/ 
ELEC- 
TRONIC 

  

☐ 
FIN-58 FIXED ASSETS REPORTS 10 YEARS PAPER   

☐ 
FIN-60 PINK NOTES – POLICY OR 

CONTRACTURAL 
PINK NOTES – GENERAL 

2 YEARS 
 
UNTIL NO 
LONGER 
ADMIN 
NEEDED 

ELEC-
TRONIC 
 

  

☐ 

FIN-61 VIDEO RECORDINGS 15 DAYS ELEC-
TRONIC 
 

  

☐ 
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    Section E:  RECORDS RETENTION SCHEDULE (RC-2) – Part 2 

See instructions before completing this form. 

 

 
   (Local Government Entity)      (Unit) 
 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
RC-3 

Required 
by  

LGRP 
FIN-62 TELEPHONE VOICEMAIL UNTIL NO 

LONGER 
ADMIN 
NEEDED 

 ELEC-
TRONIC 
 

  

☐ 

FIN-63 CHECK REGISTERS/STUBS/ 
CARBONS 
 

5 YEARS, 
PROVIDED 
AUDITED 

PAPER/ 
ELEC- 
TRONIC 

  

☐ 
FIN-64 COMPUTER GENERATED 

FINANCIAL REPORTS – 
MONTHLY & ANNUAL FUND 
BALANCES, RECEIPTS, 
EXPENDITURES & CASH 
(BANK) 

MONTHLY 
– 10 YEARS 
/ANNUAL - 
PERMANENT 

PAPER   

☐ 

FIN-65 REIMBURSEMENT 
AUTHORIZATION FOR CITY 
USAGE FROM PERSONAL CELL 
PHONE & INTERNET 

5 YEARS, 
PROVIDED 
AUDITED 

PAPER   

☐ 

 
FIN-82 

EMS COLLECTIONS 
ACCOUNT RECORDS & FILES 

10 YEARS 
AFTER 
FINAL 
SETTLE-
MENT  
 

PAPER   

☐ 

FIN-83 COLLECTION AGENCY 
REPORTS 

UNTIL 
PAID 

PAPER   

☐ 
FIN-84 EMS BILLING COMPANY 

REPORT 
3 YEARS PAPER   

☐ 
FIN-85 RUN REPORTS 3 YEARS PAPER   

☐ 
FIN-86 WRITE-OFF LISTS & FILES 6 YEARS 

PROVIDED 
AUDITED 

PAPER   
☐ 

FIN-117 RECORDS REQUEST 2 YEARS PAPER   

☐ 
FIN-175 GARNISHMENT ORDERS UNTIL 

EMPLOYEE 
PAPER   
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    Section E:  RECORDS RETENTION SCHEDULE (RC-2) – Part 2 

See instructions before completing this form. 

 

 
   (Local Government Entity)      (Unit) 
 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
RC-3 

Required 
by  

LGRP 
TERMINATES 
OR ORDER 
RESCINDED 

☐ 
FIN-176 EMPLOYER QUARTERLY 

FEDERAL TAX RETURN 
4 YEARS, 
AFTER 
AUDIT 

PAPER   
☐ 

FIN-177 EMPLOYER STATE, SCHOOL 
AND CITY TAX WITHHOLDING 

4 YEARS, 
AFTER 
AUDIT 

PAPER   
☐ 

FIN-178 EMPLOYEE RATE CHANGE 
NOTICE 

4 YEARS, 
AFTER 
AUDIT 

PAPER   

☐ 
FIN-179 AFLAC WITHHOLDING 

STATEMENTS 
2 YEARS PAPER   

☐ 
FIN-180 CHILD SUPPORT 

WITHHOLDING STATEMENTS 
3 YEARS PAPER   

☐ 
FIN-181 OHIO DEPT OF JOB & FAMILY 

SERVICES REPORTS 
2 YEARS, 
AFTER 
AUDIT 

PAPER   

☐ 
FIN-182 WORKERS COMPENSATION 

PAYROLL REPORTS 
4 YEARS, 
AFTER 
AUDIT 

PAPER   

☐ 
FIN-183 DEFFERRED COMPENSATION 

REPORTS 
4 YEARS, 
AFTER 
AUDIT 

PAPER   

☐ 
FIN-184 BACKUP TAPES/HARD DRIVE 

BACKUPS 
2 YEARS ELEC- 

TRONIC 
  

☐ 
FIN-185 VENDORS’ 1099’S 7 YEARS PAPER   

☐ 
FIN-186 GOV DEALS (POSTING 

RECORDS) 
1 YEAR PAPER   

☐ 
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    Section E:  RECORDS RETENTION SCHEDULE (RC-2) – Part 2 

See instructions before completing this form. 

 

 
   (Local Government Entity)      (Unit) 
 

SAO-/LGRP- RC-2 (Part 1 & 2), Revised January 2017 

(1) 
Schedule 
Number 

(2) 
Record Title and Description 

(3) 
Retention 

Period 

(4) 
Media Type 

(5) 
For use by 
Auditor of 

State or 
LGRP 

(6) 
RC-3 

Required 
by  

LGRP 

☐ 
      

☐ 
      

☐ 
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