\'(K/I%!simggmﬁé.llcy Name

Please bring your Driver's License and Social Security
Card so we may make a copy.

New Substitute Employee Checklist
The following items are needed prior to payment by MVESC.

Placement on MVESC approved substitute list

(This will include an Ohio Department of Education License or State License and an FBI/BCI
background check)

Demographic Information

Copy of Social Security Card - presented to MVESC staff

Copy of Driver's License - presented to MVESC staff

I-9 Employment Eligibility Verification

W-4 Federal withholding

IT-4 State withholding

City and School District Income Tax

SERS Retirement Membership Record (ParaProfessional/Aide) (if applicable)
SERS Re-employed Retiree Notification (if applicable)

STRS Retirement Membership Record (Teacher/Administrator) (if applicable)
SSA-1945 not covered by Social Security

Direct Deposit sign-up - MANDATORY

Auditor of State Fraud Hotline Sign-off

Ethics Disclosure Sign-off

Computer Network and Internet Acceptable Use Policy Receipt Form



Today's Date:

Social Security Number:
Licensure/State ID Number:
First, Middle, Last Name:
Mailing address:

City, State Zip:

Telephone number:

Gender:

Marital status:

Date of birth:

Education level:

Total semester hours earned:

Total years of experience:

Are you retired from STRS/SERS/PERS?

If you are retired, enter date of retirement:

New Employee Demographic
Information for
Payroll and EMIS Reporting

High School

Associate Degree
Bachelors Degree
BA-150

Masters Degree
Doctorate




Employment Eligibility Verification

Department of Homeland Security
U.S. Citizenship and Immigration Services

USCIS

Form I-9
OMB No_ 1615-0047
Expires 10/31/2022

»START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,

during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-autherized individuals. Employers CANNOT specify which document(s) an
employee may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the

documentation presented has a future expiration date may also constitute illegal discrimination.

than the first day of employment, buf not before accepting a job offer.}

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form -8 no later

Last Name (Family Name) First Name (Given Name) Middie Initial Other Last Names Used (if any)

Address {Street Number and Name) Apt. Number City or Town

Slate ZIP Code

Date of Birth {mm/ddAryyy) LS. Social Security Number Employee’s E-mail Address

LEL L[

Empioyee's Telephone Number

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in

connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):

D 1. A citizen of the United States

I:’ 2. A noncitizen naticnal of the United States (See instructions)

|:| 3. A lawful permanent resident  (Alien Registration Number/fUSCIS Number):

D 4. An alien authorized to work  until (expiration date, if applicable, mm/dd/yyyy):
Some aliens may write "N/A" in the expiration date field. (See instructions)

| Aliens authorized to work must provide only one of the following document numbers to compiete Form I-9:
An Alien Regisiration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:
OR
2. Form 1-94 Admission Number:

OR
3. Foreign Passport Number:

Country of Issuance:

QR Code - Section 1
Do Nat Wrile In This Space

Signature of Employee Today's Date (mm/dd/yyy)

Preparer and/or Translator Certification (check one):

D | did not use a preparer or translator. D A preparer(s) and/or translaior(s) assisted the employee in completing Section 1.
{Fields below must be completed and signed when preparers andfor transiators assist an employee in completing Section 1.)

knowledge the information is true and correct.

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the hest of my

Signature of Preparer or Translator Today's Date (mm/ddiryyy)
Last Name (Family Name) First Name (Given Name}
Address (Street Number and Name) City or Town State ZIP Code

@ Employer Completes Next Page @

Ferm I-9 10/21/2019
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Employment Eligibility Verification USCIS

Department of Homeland Security Form 1-9

. . I . OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 10/31/2022

Section 2. Employer or Authorized Representative Review and Verification

(Empfloyers or their authonized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You
must physicalfy examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists
of Accepfable Documents.”)

Last Name (Family Name First Na iven N M.l. [ Citizenship/immigration Status
Employee Infe from Section 1 f L4 ) g me (Given Name) . .
ListA OR ListB AND ListC
Identity and Employment Authorization Identity Employmeant Authorization
Document Title Document Title Document Title
Issuing Authority Issuing Authority Issuing Authority

Document Number

Document Number

Document Number

Expiration Date (if any) (mm/ddiyyy)

Expiration Date (if any) (mm/iddiyyyy)

Expiration Date (if any) (mm/Addiryyy)

Document Title

QR Code - Sections 2 &3

Additional Information Do Not White In This Space

Issuing Authority

Document Number

Expiration Date (if any) (mm/idivyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any} (mm/iddiyyy)

Certification: | attest, under penalty of perjury, that {1) | have examined the document(s) presented by the above-named employee,

(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3} to the best of my knowledge the
employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyyy). {See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date (mm/ddfvyyy} | Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative | First Name of Employer or Authorized Representative | Employer's Business or Organization Name

Employer's Business or Organizalion Address (Street Number and Name) | City or Town State ZIP Code

Section 3. Revaerification and Rehires (To be completed and signed by employer or authorized representative.)
A, New Name (if applicable) B. Date of Rehire (if applicable)
Last Name {Family Name) First Name (Given Name) Middle Initial Date {mm/Addivyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title

Document Number Expiration Date (if any) (mm/ddAyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document({s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative | Today's Date (mmidd/iyyy) Name of Employer or Authorized Representative

Form 1-9 10/21/201% Page 2 of 3



LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present cne selection from List A
or a combination of one selection from List B and one selection from List C.

LIST A LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization

Employment Authorization

(2} An endorsement of the alien's
nonimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

1. U.S. Passport or U.S. Passport Card 1. Driver's license or ID card issued by a . A Social Security Account Number

2. Permanent Resident Card or Alien State or outlying possession of the card, unless the card includes one of
Registration Receipt Card {Form 1-551) United States prowded_lt contains a the following restrictions:

photograph or |r}fon11at|on sucr! as (1) NOT VALID FOR EMPLOYMENT
A - name, date of birth, gender, height, eye

3. Foreign passport that contains a color, and address (2) VALID FOR WORK ONLY WITH
temporary 1-551 stamp or temporary INS AUTHORIZATION
:fgaglr;nit:‘% rilort:rt::)ci s?an a machine- 2. 1D card issued by fgderal, stg_te or local (3) VALID FOR WORK ONLY WITH

9 government agencies or entities, DHS AUTHORIZATION
— provided it contains a photograph or _

4. Employment Authorization Document information such as name, date of birth, | 2. Certification of report of birth issued
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Forms
I-766) DS-1350, FS-545, FS-240)

3. School ID card with a photograph — : -

5. For a nonimmigrant alien authorized . Original or certified copy of birth
to work for a specific employer 4. Voter's registration card certificate issued by a State,
because of his or her status: 5. US. Mifta dor draft " county, municipal authority, or

. U.S, card or draft recor i ;
a. Foreign passport, and i ?;2;%3 :;tgfﬁggl't:galstates
b. Form 1-94 or Form 1-94A that has 6. Military dependent's ID card
the following: 7. U.S. Coast Guard Merchant Mariner . Native American tribal document
(1) The same name as the passport, Card . U.S. Citizen ID Card {Form |-197}
and . ; -
8. Native American tribal document

., ldentification Card for Use of

9. Driver's license issued by a Canadian
government authority

Passport from the Federated States
of Micronesia (FSM) or the Republic
of the Marshall Islands (RMI) with
Form 1-94 or Form 1-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

For persons under age 18 who are

unable to present a document
listed above:

Resident Citizen in the United
States (Form 1-179)

10. School record or report card

11. Clinic, doctor, or hospital record

42. Day-care or nursery school record

Employment authorization
document issued by the
Department of Homeland Security

Examples of many of these documents appear in the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Form [-9 10:21/2019
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Instructions for Form 1-9,

Employment Eligibility Verification ngls .
Department of Homeland Security 0M§ No. 1615-0047
U.S. Citizenship and Immigration Services Expires 10/31/2022

Anti-Discrimination Notice. It is illegal to discriminate against work-authorized individuals in hiring, firing, recruitment or
referral for a fee, or in the employment eligibility verification (Form 1-9 and E-Verify) process based on that individual's
citizenship status, immigration status or national origin. Employers CANNOT specify which document{s) the employee may
present to establish employment authorization. The employer must allow the employee to choose the documents to be presented
from the Lists of Acceptable Documents, found on the last page of Form 1-9. The refusal to hire or continue to employ an
individual because the documentation presented has a future expiration date may also constitute illegal discrimination. For more
information, contact the Immigrant and Employee Rights Section (IER) in the Department of Justice's Civil Rights Division at
https://www.justice.gov/ier.

What is the Purpose of This Form?

b

Employers must complete Form -9 to document verification of the identity and employment authorization of each new
employee (both citizen and noncitizen) hired after November 6, 1986, to work in the United States. In the Commonwealth of the
Northern Mariana Islands (CNMI), employers must complete Form 1-9 to document verification of the identity and emplayment
authorization of each new employee (both citizen and noncitizen) hired after November 27, 201 1.

|General Instructions

Both employers and employees are responsible for completing their respective sections of Form I-9. For the purpose of
completing this form, the term “employer” means all employers, including those recruiters and referrers for a fee who are
agricultural associations, agricultural employers, or farm labor contractors, as defined in section 3 of the Migrant and Seasonal
Agricultural Worker Protection Act, Public Law 97-470 (29 U.S.C. 1802). An “employec” is a person who performs labor or
services in the United States for an employer in return for wages or other remuneration. The term “Employee” does not include
those who do not receive any form of remuneration (volunteers), independent contractors or those engaged in certain casual
domestic employment. Form I-9 has three sections. Employees complete Section |. Employers complete Section 2 and, when
applicable, Section 3. Employers may be fined if the form is not properly completed. See 8 USC § 1324a and 8 CFR § 274a.10.
Individuals may be prosecuted for knowingly and wiltfully entering false information on the form. Employers are responsible for
retaining completed forms. Do not mail completed forms to U.S. Citizenship and Immigration Services (USCIS) or
Immigration and Customs Enforcement (ICE).

These instructions will assist you in properly completing Form 1-9. The employer must ensure that all pages of the instructions

and Lists of Acceptable Documents are available, either in print or electronically, to all employees completing this form. When
completing the form on a computer, the English version of the form includes specific instructions for each field and drop-down
lists for universally used abbreviations and acceptable documents. To access these instructions, move the cursor over each field
or click on the question mark symbol { 1)) within the field. Employers and employees can also access this full set of

instructions at any time by clicking the Instructions bution at the top of each page when completing the form on a computer that
is connected to the Internet.

Employers and employees may choose to complete any or all sections of the form on paper or using a computer, or a
combination of both. Forms [-9 obtained from the USCIS website are not considered electronic Forms -9 under DHS
regulations and, therefore, cannot be electronically signed. Therefore, regardless of the method you used to enter information
into each field, you must print a hard copy of the form, then sign and date the hard copy by hand where required.

Employers can obtain a blank copy of Form |9 from the USCIS website at https://www uscis.govii-9. This form is in portable
document format {.pdf) that is fillable and savable. That means that vou may download it, or simply print out a blank copy to
enter information by hand. You may also request paper Forms 1-9 from USCIS.

Certain features of Form -9 that allow for data entry on personal computers may make the form appear to be more than two
pages. When using a computer, Form [-9 has been designed to print as two pages. Using more than one preparer and/or
translator will add an additional page to the form, regardless of your method of completion. You are not required to print, retain
or store the page containing the Lists of Acceptable Documents.

Form 1-9 Instructions 10212019 Page | of 15



The form will also populate certain fields with N/A when certain user choices ensure that particular fields will not be
completed. The Print button located at the top of each page that will print any number of pages the user selects. Also, the Start
Over button located at the top of each page will clear all the fields on the form.

The Spanish version of Form 1-9 does not include the additional instructions and drop-down lists described above. Employers
in Puerto Rico may use either the Spanish or English version of the form. Employers outside of Puerto Rico must retain the
English version of the form for their records, but may use the Spanish form as a translation tool. Additional guidance to

complete the form may be found in the Handbook for Emplovers: Guidance for Completing Form 1-9 (M-274) and on USCIS®
Form [-9 website, 1-9 Central.

| Completing Section I: Employee Information and Attestation

You, the employee, must complete each field in Section | as described below. Newly hired employees must complete and sign
Section | no later than the first day of employment. Section 1 should never be completed before you have accepted a job offer.

Entering Your Employee Information

Last Name (Family Name): Enter your full legal last name. Your Jast name is your family name or surname. If you have two
last names or a hyphenated last name, include both names in the Last Name field. Examples of correctly entered last names
include: De La Cruz, O Neill, Garcia Lopez, Smith-Johnson, Nguyen. If you only have one name, enter it in this field, then
enter “Unknown” in the First Name field. You may not enter “Unknown” in both the Last Name ficld and the First Name field.

First Name (Given Name): Enter your full legal first name. Your first name is your given name. Some examples of correctly
entered first names include: Jessica, John-Paul, Tae Young, D 'Shaun, Mai. If you only have one name, enter it in the Last

Name field, then enter “Unknown” in this field. You may not enter “Unknown” in both the First Name field and the Last Name
field.

Middle Initial: Your middle initial is the first letter of your second given name, or the first letter of your middle name, if any.

If you have more than one middle name, enter the first letter of your first middle name. If you do not have a middle name, enter
N/A in this field.

Other Last Names Used: Provide all other last names used, if any (e.g., maiden name). Enter N/A if you have not used other

last names. For example, if you legally changed your last name from Smith to Jones, you should enter the name Smith in this
field.

Address (Street Name and Number): Enter the street name and number of the current address of your residence. If you are a
border commuter from Canada or Mexico, you may enter your Canada or Mexico address in this field. If your residence does
not have a physical address, enter a description of the location of your residence, such as “3 miles southwest of Anytown post
office near water tower.”

Apartment: Enter the number{s) or letter(s) that identify(ies) your apartment. If you do not live in an apariment, enter NVA.

City or Town: Enter your city, town or village in this field. If your residence is not located in a city, town or village, enter your
county, township, reservation, etc., in this field. If you are a border commuter from Canada, enter your city and province in this
field. If you are a border commuter from Mexico, enter your city and state in this field.

State: Enter the abbreviation of your state or territory in this field. If you are a border commuter from Canada or Mexico, enter
your country abbreviation in this field.

Z1P Code: Enter your 5-digit ZIP code. If you are a border commuter from Canada or Mexico, enter your
5- or 6-digit postal code in this field.

Date of Birth (mnvdd/yyyy): Enter your date of birth as a 2-digit month, 2-digit day, and 4-digit year (mm/dd/yyyy). For
example, enter January 8, 1980 as 01/08/1980.

U.S. Social Security Number: Providing your 9-digit Social Security number is voluntary on Form 1-9 unless your employer
participates in E-Verify. If your employer participates in E-Verify and:
1. You have been issued a Social Security number, you must provide it in this field; or

2. You have applied for, but have not yet received a Social Security number, leave this field blank until you receive
a Social Security number.

Form 1-9 instructions 10/21/2019 Page 2 0f 15



Employee’s E-mail Address (Optional): Providing your e-mail address is optional on Form 19, but the field cannot be left
blank, To enter your e-mail address, use this format: name(@site.domain. One reason Depariment of Homeland Security (DHS)
may e-mail you is if your employer uses E-Verify and DHS leams of a potential mismatch between the information provided and
the information in government records. This e-mail would contain information on how to begin to resolve the potential mismatch.
You may use either your personal or work e-mail address in this field. Enter N/A if you do not enter your e-mail address.

Employee’s Telephone Number (Optional): Providing your telephone number is optional on Form 1-9, but the field
cannot be left blank. If you enter your area code and telephone number, use this format: 000-000-0000. Enter N/A if you do
not enter your telephone number,

Attesting to Your Citizenship or Immigration Status

You must select one box to attest to your citizenship or immigration status.
1. A citizen of the United States,

2. A noncitizen national of the United States: An individual bom in American Samoa, centain former citizens of the
former Trust Territory of the Pacific Islands, and certain children of noncitizen nationals born abroad.

3. A lawful permanent resident: An individual who is not a U.S. citizen and who resides in the United States under legally
recognized and lawfully recorded permanent residence as an immigrant. This term includes conditional residents. Asylees and
refugees should not select this status, but should instead select "An Alien authorized to work" below.

If you select “lawful permanent resident,” enter your 7- to 9-digit Alien Registration Number (A-Number), including the
“A,” or USCIS Number in the space provided. When completing this field using a computer, use the dropdown provided
to indicate whether you have entered an Alien Number or a USCIS Number. At this time, the USCIS Number is the same
as the A-Number without the “A” prefix.

4. An alien authorized to work: An individual who is not a citizen or national of the United States, or a lawful permanent
resident, but is authorized to work in the United States.

If you select this box, enter the date that your employment authorization expires, if any, in the space provided. In most cases,
your employment authorization expiration date is found on the document(s) evidencing your employment authorization.
Refugees, asylees and certain citizens of the Federated States of Micronesia, the Republic of the Marshall Islands, or Palau,
and other aliens whose employment authorization does not have an expiration date should enter N/A in the Expiration Date
field. In some cases, such as if you have Temporary Protected Status, your employment authorization may have been
automatically extended; in these cases, you should enter the expiration date of the automatic extension in this space.

Aliens authorized to work must enter one of the following to complete Section 1:
1. Alien Registration Number (A-Number)USCIS Number; or
2. Form [-94 Admission Number; or
3. Foreign Passport Number and the Country of Issuance.

Your employer may not ask you to present the document from which you supplied this information.

Alien Registration Number/USCIS Number: Enter your 7- to 9-digit Alien Registration Number (A-Number),
including the “A.” or your USCIS Number in this field. At this time, the USCIS Number is the same as your

A-Number without the “A” prefix. When completing this field using a computer, use the dropdown provided to indicate
whether you have entered an Alien Number or a USCIS Number. If you do not provide an A-Number or USCIS Number,
enter N/A in this field then enter either a Form 1-94 Admission Number, or a Foreign Passport and Country of Issuance in
the fields provided.

Form 1-94 Admission Number: Enter your 11-digit 1-94 Admission Number in this field. If you do not provide an 1-94
Admission Number, enter N/A in this field, then enter either an Alien Registration Number/USCIS Number or a Foreign
Passport Number and Country of Issuance in the fields provided.

Foreign Passport Number: Enter your Foreign Passport Number in this field. If you do not provide a Foreign Passport
Number, enter N/A in this field, then enter either an Alien Number/UUSCIS Number or a 1-94 Admission Number in the
fields provided.

Country of Issuance: If you entered your Foreign Passport Number, enter your Foreign Passport’s Country of Issuance. If
you did not enter your Foreign Passport Number, enter N/A.
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Signature of Employee: After completing Section 1, sign your name in this field. If you used a form obtained from the
USCIS website, you must print the form to sign your name in this field. By signing this form, you attest under penalty of
perjury (28 U.S.C. § 1746) that the information you provided, along with the citizenship or immigration status you selected,
and all information and documentation you provide to your employer, is complete, true and correct, and you are aware that you
may face severe penalties provided by law and may be subject to criminal prosecution for knowingly and willfully making
false statements or using false documentation when completing this form. Further, falsely attesting to U.S. citizenship may
subject employees to penalties, removal proceedings and may adversely affect an employee's ability to seek future immigration
benefits. 1f you cannot sign your name, you may place a mark in this field to indicate your signature. Employees who use a
preparer or transtator to help them complete the form must still sign or place a mark in the Signature of Employee field on the
printed form.

If you used a preparer, translator, and other individual 1o assist you in completing Form 1-9;

* Both you and your preparer{s) and/or translator(s) must complete the appropriate areas of Section 1, and then sign
Section 1. If Section 1 was completed on a form obtained from the USCIS website, the form must be printed to sign
these fields. You and your preparer(s} andfor translator(s) also should review the instructions for Completing the
Preparer and/or Translator Certification below,

e If the employee is a minor (individual under 18) who cannot present an identity document, the employee's parent or
legal guardian can complete Section 1 for the employee and enter “minor under age 18 in the signature field. If Section
| was completed on a form obtained from the USCIS website, the form must be printed to enter this information. The
minor's parent or legal guardian should review the instructions for Completing the Preparer and/or Translator
Certification below. Refer to the loyers: Guidance for i - -274) for more
guidance on completion of Form 1-9 for minors. If the minor’s employer participates in E-Verify, the employee must
present a list B identity document with a photograph to complete Form 1-9.

e If the employee is a person with a disability (who is placed in employment by a nonprofit organization, association or as
part of a rehabilitation program) who cannot present an identity document, the employee's parent, lega) guardian or a
representative of the nonprofit organization, association or rehabilitation program can complete Section 1 for the
employee and enter “Special Placement” in this field. If Section 1 was completed on a form obtained from the USCIS
website, the form must be printed to enter this information. The parent, legal guardian or representative of the nonprofit
organization, association or rehabilitation program completing Section | for the employee should review the
instructions for Completing the Preparer and/or Translator Certification below. Refer to the Handbock for Emplovers:
Guidance for Completing Form I-9 (M-274) for more guidance on completion of Form -9 for certain employees with

disabilities.

Today's Date: Enter the date you signed Section 1 in this field. Do not backdate this field. Enter the date as a 2-digit month,
2-digit day and 4-digit year (mm/dd/yyyy). For example, enter January 8, 2014 as 01/08/2014. A preparer or translator who
assists the employee in completing Section | may enter the date the employee signed or made a mark to sign Section 1 in this
field. Parents or legal guardians assisting minors (individuals under age 18) and parents, legal guardians or representatives of a
nonprofit organization, association or rehabilitation program assisting certain employees with disabilities must enter the date
they completed Section 1 for the employee.

Completing the Preparer and/or Translator Certification

[f you did not use a preparer or translator to assist you in completing Section 1, you, the employee, must check the box marked
I did not use a Preparer or Translator. If you check this box, leave the rest of the fields in this area blank.

If one or more preparers and/or translators assist the employee in completing the form using a computer, the preparer and/or
translator must check the box marked “A preparer(s) and/or translator(s) assisted the employee in completing Section 17,
then select the number of Certification areas needed from the dropdown provided. Any additional Certification areas gencrated
will result in an additional page. The Form J-9 Supplement, Section 1 Preparer and/or Translator Certification, can be separately
downloaded from the USCIS Form [-9 webpage, which provides additional Certification areas for those completing Form [-9
using a computer who need more Certification areas than the 5 provided or those who are completing Form 1-9 on paper. The
first preparer and/or translator must complete all the fields in the Certification area on the same page the employee has signed.
There is no limit to the number of preparers and/or translators an employee can use, but each additional preparer and/or
translator must complete and sign a separate Certification area. Ensure the employee's last name, first name and middle initial
are entered at the top of any additional pages. The employer must ensure that any additional pages are retained with the
employee’s completed Form 1-9.
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Signature of Preparer or Translator: Any person who helped to prepare or translate Section 1of Form 1-9 must sign his or
her name in this field. If you used a form obtained from the USCIS website, you must print the form to sign your name in this
field. The Preparer and/or Translator Certification must also be completed if “Individual under Age 18" or “Special Placement”
is entered in lieu of the employee’s signature in Section 1.

Today's Date: The person who signs the Preparer and/or Translator Certification must enter the date he or she signs in this
field on the printed form. Do not backdate this field. Enter the date as a 2-digit month, 2-digit day, and 4-digit year (mm/dd/
¥yyy). For example, enter January 8, 2014 as 01/08/2014.

Last Name (Family Name): Enter the full legal last name of the person who helped the employee in preparing or translating
Section 1 in this field. The last name is also the family name or surname. If the preparer or translator has two Jast names or a
hyphenated last name, include both names in this field.

First Name (Given Name): Enter the full legal first name of the person who helped the employee in preparing or translating
Section | in this field. The first name is also the given name.

Address (Street Name and Number): Enter the street name and number of the current address of the residence of the person
who helped the employee in preparing or translating Section | in this fietd. Addresses for residences in Canada or Mexico may
be entered in this field. If the residence does not have a physical address, enter a description of the location of the residence,

such as "3 miles southwest of Anytown post office near water tower.” If the residence is an apartment, enter the apartment
number in this field.

City or Town: Enter the city, town or village of the residence of the person who helped the employee in preparing or
translating Section | in this field. If the residence is not located in a city, town or village, enter the name of the county,
township, reservation, etc., in this field. If the residence is in Canada, enter the city and province in this field. If the residence is
in Mexico, enter the city and state in this field.

State: Enter the abbreviation of the state, territory or country of the preparer or translator’s residence in this field.

Z1iP Code: Enter the 5-digit ZIP code of the residence of the person who helped the employee in preparing or translating
Section i in this field. If the preparer or translator's residence is in Canada or Mexico, enter the 5- or 6-digit postal code.

Presenting Form I-9 Documents

Within 3 business days of starting work for pay, you must present to your employer documentation that establishes your
identity and employment authorization. For example, if you begin employment on Monday, you must present documentation
on or before Thursday of that week. However, if you were hired to work for less than 3 business days, you must present
documentation no later than the first day of employment.

Choose which unexpired document(s) to present to your employer from the Lists of Acceptable Documents. An employer
cannot specify which document(s) you may present from the Lists of Acceptable Documents. You may present either one
selection from List A or a combination of one selection from List B and one selection from List C. Some List A documents,
which show both identity and employment authorization, are combination documents that must be presented together to be
considered a List A document: for example, the foreign passport together with a Form 1-94 containing an endorsement of the
alien’s nonimmigrant status and employment authorization with a specific employer incident to such status. List B documents
show identity only and List C documents show employment authorization only. If your employer participates in E-Verify and
you present a List B document, the document must contain a photograph. If you present acceptable List A documentation, you
should not be asked to present, nor should you provide, List B and List C documentation. If you present acceptable List B and
List C documentation, you should not be asked to present, nor should you provide, List A documentation. If you are unable to
present a document(s) from these lists, you may be able to present an acceptable receipt. Refer 1o the Receipts section below.

Your employer must review the document(s) you present to complete Form 1-9. If your document(s) reasonably appears to be
genuine and to relate to you, your employer must accept the documents. If your document(s) does not reasanably appear to be
genuine or to relate to you, your employer must reject it and provide you with an opportunity to present other documents from
the Lists of Acceptable Documents. Your employer may choose to make copies of your document(s), but must return the
original(s) to you. Your employer must review your documents in your physical presence.
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Your employer will complete the other parts of this form, as well as review your entries in Section 1. Your employer may ask
you to correct any errors found. Your employer is responsible for ensuring all parts of Form [-9 are properly completed and is
subject to penalties under federal law if the form is not completed correctly.

Minors (individuals under age 18) and certain employees with disabilities whose parent, legal guardian or representative
completed Section 1 for the employee are only required to present an employment authorization document from List C. Refer to

the Handbook for Emplovers: Guidance for Completing Form 1-¢ {(M-274) for more guidance on minors and certain individuals

with disabilities.

Receipts

If you do not have unexpired documentation from the Lists of Acceptable Documents, you may be able to present a receipt(s) in
liew of an acceptable document(s). New employees who choose 10 present a receipt(s) must do so within three business days of
their first day of employment. If your employer is reverifying your employment authorization, and you choose to present a
receipt for reverification, you must present the receipt by the date your employment authorization expires. Receipts are not
acceptable if employment lasts fewer than three business days.

There are three types of acceptable receipts:

1. A receipt showing that you have applied to replace a document that was lost, stolen or damaged. You must present the
actual document within 90 days from the date of hire or, in the case of reverification, within 90 days from the date your
original employment authorization expires.

2. The arvival portion of Form [-94/1-94A containing a temporary 1551 stamp and a photograph of the individual. You must
present the actual Permanent Resident Card (Form 1-551) by the expiration date of the temporary [-551 stamp, or, if there is
no expiration date, within 1 year from the date of admission.

3. The depariure portion of Form 1-94/[-94A with a refugee admission stamp. You must present an unexpired Employment
Authorization Document (Form [-766) or a combination of a List B document and an unrestricted Social Security Card
within 90 days from the date of hire or, in the case of reverification, within 90 days from the date your original employment
authorization expires.

Receipts showing that you have applied for an initial grant of employment authorization, or for renewal of your expiring or
expired employment authorization, are not acceptable.

Completing Section 2: Employer or Authorized Representative Review and Verification

You, the employer, must ensure that all parts of Form 1-9 are properly completed and may be subject to penalties under federal
law if the form is not completed correctly. Section | must be completed no later than the employee’s first day of employment.
You may not ask an individual to complete Section | before he or she has accepted a job offer. Before completing Section 2,
you should review Section 1 to ensure the employee completed it properly. If you find any errors in Section 1, have the
employee make corrections, as necessary and initial and date any corrections made.

You may designate an authorized representative (o act on your behaif o complete Section 2. An authorized representative can
be any persen you designate to complete and sign Form [-9 on your behalf. You are liable for any violations in connection with
the form or the verification process, including any violations of the employer sanctions laws committed by the person
designated to act on your behalf.

You or your authorized representative must complete Section 2 by examining evidence of identity and employment
authorization within 3 business days of the employee’s first day of employment. For example, if an employee begins
employment on Monday, you must review the employee's documentation and complete Section 2 on or before Thursday of that
week. However, if you hire an individual for less than 3 business days, Section 2 must be completed no later than the first day
of employment.

Entering Employee Information from Section 1

This area, titled, “Employee Info from Section 1" contains fields to enter the employee’s last name, first name, middle initial
exactly as he or she entered them in Section |. This area also includes a Citizenship/Immigration Status field to enter the
number of the citizenship or immigration status checkbox the employee selected in Section 1. These fields help to ensure that
the two pages of an employee’s Form 1-9 remain together. When completing Section 2 using a computer, the number entered in
the Citizenship/lmmigration Status field provides drop-downs that directly relate to the employee's selected citizenship or
immigration status.
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Entering Documents the Employee Presents

You, the employer or authorized representative, must physically examine, in the employee's physical presence, the unexpired
document(s) the employee presents from the Lists of Acceptable Documents to complete the Decument ficlds in Section 2.

You cannot specify which document(s) an employee may present from these lists. If you discriminate in the Form 1-9 process
based on an individual's citizenship status, immigration status, or national origin, you may be in violation of the law and subject
to sanctions such as civil penalties and be required to pay back pay to discrimination victims. A document is acceptable as long
as it reasonably appears to be genuine and to relate to the person presenting it. Employees must present one selection from List
A or a combination of one selection from List B and one selection from List C.

List A documents show both identity and employment authorization. Some List A documents are combination documents that
must be presented together to be considered a List A document, such as a foreign passport together with a Form 1-94 containing
an endorsement of the alien’s nonimmigrant status.

List B documents show identity only, and List C documents show employment authorization only. If an employee presents a List
A document, do not ask or require the employee to present List B and List C documents, and vice versa. If an employer
participates in E-Verify and the employee presents a List B document, the List B document must include a photograph.

If an employee presents a receipt for the application to replace a lost, stolen or damaged document, the employee must present
the replacement document to you within 90 days of the first day of work for pay, or in the case of reverification, within 90 days
of the date the employee’s employment authorization expired. Enter the word “Receipt” foltowed by the title of the receipt in
Section 2 under the list that refates to the receipt.

When your employee presents the replacement document, draw a line through the receipt, then enter the information from the
new document into Section 2. Other receipts may be valid for longer or shorter periods, such as the arrival portion of Form 1-94/
1-94A containing a temporary [-551 stamp and a photograph of the individual, which is valid until the expiration date of the
tempaorary [-551 stamp or, if there is no expiration date, valid for one year from the date of admission.

Ensure that each document is an unexpired, original (no photocopies, except for certified copies of birth certificates) document.
Certain employees may present an expired employment authorization document, which may be considered unexpired, if the
employee's employment authorization has been extended by regulation or a Federal Register Notice. Refer to the Handbook for
Employers: Guidance for Completing Forn 1-9 (M-274) or |-9 Central for more guidance on these special situations.

Refer to the M-274 for guidance on how to handle special situations, such as students (who may present additional documents
not specified on the Lists) and H-1B and H-2A nonimmigrants changing employers.

Minors (individuals under age 18) and certain employees with disabilities whose parent, legal guardian or representative
completed Section | for the employee are only required to present an employment authorization document from List C. Refer to
the M-274 for more guidance on minors and certain persons with disabilities. 1f the minor's employer participates in E-Verify,
the minor employee also must present a List B identity decument with a photograph to complete Form 1-9.

You must return original document(s} to the employee, but may make photocopies of the document(s) reviewed. Photocopying
documents is voluntary unless you participate in E-Verify. E-Verify employers are only required to photocopy certain
documents. If you are an E-Verify employer who chooses to photocopy documents other than those you are required to
photocopy, you should apply this policy consistently with respect to Form 1-9 completion for all employees. For more
information on the types of documents that an employer must photocopy if the employer uses E-Verify, visit E-Verify’s website
at www.everify.gov. For non-E-Verify employers, if photocopies are made, they should be made consistently for ALL new
hires and reverified employees.

Photocopies must be retained and presented with Form [-9 in case of an inspection by DHS or another federal government
agency. You must always complete Section 2 by reviewing original documentation, even if you photocopy an employee’s
document(s) after reviewing the documentation. Making photocopies of an employee’s document(s) cannot take the place of
completing Form 1-9. You are still responsible for completing and retaining Form 1-9.
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List A - [dentity and Employment Authorization: If the employee presented an acceptable document(s) from List A or an
acceptable receipt for a List A document, enter the document(s) information in this column. If the employee presented a List A
document that consists of a combination of documents, enter information from each document in that combination in a separate
area under List A as described befow. All documents must be unexpired. If you enter document information in the List A
column, you should not enter document information or N/A in the List B or List C columns. If you complete Section 2 using a
computer, a selection in List A will fill all the ficlds in the Lists B and C columns with N/A.,

Document Title: If the employee presented a document from List A, enter the title of the List A document or receipt in
this field. The abbreviations provided are available in the dropdown when the form is completed on a computer. When
completing the form on paper, you may choose to use these abbreviations or any other common abbreviation to enter the
document title or issuing authority. If the employee presented a combination of documents, use the second and third

Document Title fields as necessary.
Full name of List A Document Abbreviations
U.S. Passport U.S. Passport
U.S. Passport Card U.S. Passport Card
Permanent Resident Card (Form {-551) Perm. Resident Card (Fom [-551)
Alien Registration Receipt Card (Form -551) Alien Reg. Receipt Card {(Form 1-551)
Foreign passport containing a temporary {-551 stamp e

2. Temporary I-551 Stamp
Foreign passport containing a tempoerary 1-551 printad notation on a 1. Foreign Passport

machine-readable immigrant visa (MRIV) 2. Machine-readable immigrant visa (MRIV)
Employment Authosization Document (Form I-766) Employment Auth. Document (Form I-766)

For a nonimmigrant alien authorized to work far a specific employer 1. Foreign Passport, work-authorized non-immigrant
because of his or her status, a foreign passport 2, Form 1-94/194A

with Form 1/94/1-94A that contains an endorsement of the alien's 3. Form |-20 or Form DS-2019

nenimmigrant status

Note: In limited circumstances, certain J-1 students
may be required to present a letter from their
Responsible Officer in order to work. Enter the
document title, issuing authority, document number
and expiration date from this document in the

Additional information field.
Passport from the Federated States of Micronesia (FSM) 1. FSM Passport with Form [-94
with Form |-94/1-94A 2, Form |-84/194A
Passport from the Republic of the Marshall Islands {RMI) 1. RMI Passport with Form |-94
with Form 1-94/194A 2. Form |-94/194A
Receipt: The arrival porlion of Form 1-94/1-94A containing a temporary : .
1-551 stamp and photograph Receipt: Form 1-94/1-94A wil-551 stamp, photo
Receipt: The departure portion of Form 1-94/1-94A - y
with an unexpired ref admission stamp Receipt: Form 1-94/1-94A wirefugee stamp
Receipt for an application to replace a losi, stolen or damaged Recsipt replacement Perm. Res. Card
Permanent Resident Card (Form 1-551) (Form §-551}
Receipt for an application to replace a lost, stolen or damaged B
Employment Authorization Document {Form 766) Refeipl replacement EAD (Form 1-766)
Receipt for an application to replace a lost, stolen or damaged foreign | 1. Receip: Replacement Foreign Passport,
passpart with Form 1-94/1-94A that contains an endorsement of the work-authorized nonimmigrant
alien's nonimmigrant status 2. Receipt: Replacement Formn |-94/1-94A

3. Form 120 or Form DS-2019 (if presented)

Receipt for an application to replace a lost, stolen or damaged 1. Receipt: Replacement FSM Passport with Form 1-84

passport from the Federated Siates of Micronesia with Form [-94/1-94A| 2. Receipt: Replacement Form -94/1-94A

Receipt for an application to replace a lost, stolen or damaged

g y 1. Receipt: Replacement RMI Passport with Form 1-94
Eag:sApon from the Republic of the Marshall Islands with Form -84/ 2. Receipt: Replacement Form 1-94/1-94A

Issuing Authority: Enter the issuing authority of the List A document or receipt. The issuing authority is the specific
entity that issued the document. If the employee presented a combination of documents, use the second and third Issuing
Authority fields as necessary.
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Document Number: Enter the document number, if any, of the List A document or receipt presented. If the document
does not contain a number, enter N/A in this field. I the employee presented a combination of documents, use the second
and third Document Number fields as necessary. [f the document presented was a Form 1-20 or DS-2019, enter the
Student and Exchange Visitor Information System (SEVIS) number in the third Document Number field exactly as it
appears on the Form [-20 or the DS-2019.

Expiration Date (if any) (mm/dd/yyyy): Enter the expiration date, if any, of the List A document, The document is not
acceptable if it has already expired. If the document does not contain an expiration date, enter N/A in this field, If the
document uses text rather than a date to indicate when it expires, enter the text as shown on the document, such as

“D/S” (which means, “duration of status™). For a receipt, enter the expiration date of the receipt validity period as
described above, If the employee presented a combination of documents, use the second and third Expiration Date fields
as necessary. [f the document presented was a Form 1-20 or DS-2019, enter the program end date here.

List B - Identity: If the employee presented an acceptable document from List B or an acceptable receipt for the application to
replace a lost, stolen, or destroyed List B document, enter the document information in this column. If a parent or legal guardian
attested to the identity of an employee who is an individual under age 18 or certain employees with disabilities in Section 1,
enter either "Individual under age 18" or "Special Placement” in this field. Refer to the Handbook for Employers: Guidance for
Completing Form 1-9 {M-274) for more guidance on individuals under age 18 and certain person with disabilities.

If you enter document information in the List B column, you must also enter document information in the List C column. If an
employee presents acceptable List B and List C documents, do not ask the employees to present a List A document. If you enter
document information in List B, you should not enter document information or N/A in List A, If you complete Section 2 using a
computer, a selection in List B will fill all the fields in the List A column with N/A.

Document Title: If the employee presented a docurent from List B, enter the title of the List B document or receipt in this
field. The abbreviations provided are available in the dropdown when the form is completed on a computer. When completing the

form on paper, you may choose to use these abbreviations or any other common abbreviations to document the document title or
issuing authority.

Full name of List B Document Abbreviations
Driver's license issued by a State or outlying possession of the United ) " , .
States Drivers license issued by statefterritory
ID card issued by a State or outlying possession of the . .
United States ID card issued by state/territory

1D card issued by federal, state, or local government agencies or
entities (Note: This selection does not include the driver's license or ID
card issued by a State or outlying possession of the United States as
described in B1 of the List of Acceptable Documents. )

Government 1D

School ID card with photograph School ID

Voler's registration card Voter registration card

U.S. Military card U.S. Military card

U.S. Military draft record V.S, Military draft record

Military dependent's ID card Military dependent’s ID card
U.8. Coast Guard Merchant Mariner Card USCG Merchant Mariner card
Native American tribal document Native American tribal document
Driver's license issued by a Canadian government authority Canadian driver's license
3:310:9 m egt:bzo;r:;ms under age 18 who are unable to present a School record (under age 18)
dR:ctp.lor:e cne‘rii |s(tf:¢; g:ofsg;s under age 18 who are unablg to present a Report card {under age 18)

Clinic record (for persons under age 18 who are unable to present a
document listed above)

Doctor record (for persons under age 18 who are unable to present a

Clinic record {under age 18)

document listed above) Dactor record {under age 18)
Hospital record (for persons under age 18 who are unable to present a )
document listed abave) Hospital record {under age 18)

Day-care record (for persons under age 18 who are unable to present
a document listed above)

Nursery schood record (for persons under age 18 who are unable to
present a document listed above) Nursery school racord {(under age 18)

Day-¢are record (under age 18)
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Full name of List B Document Abbroviations
Individual under age 18 endorsement by parent or guardian Individual under Age 18
Special placement endorsement for parsons with disabilities Special Placement

Receipt for the application to replace a lost, stolen or damaged Driver's]

License issued by a State or outlying possession of the United States PecoptiRSpacemE K divas L nse

Receipt for the application to replace a lost, stolen or damaged 1D card .
issued by a State or outlying possession of the United States o Bl o o )

Receaipt for the application to replace a lost, stolen or damaged ID card

issued by federal, state, or local govemment agencies or entities Receipt: Replacement Govt 1D

Receipt for the application to replace a lost, stolen or damaged School

ID card with photograph Receipt: Replacement School ID

Receipt for the application to replace a lost, stolen or damaged Voter's .

registration card Receipt: Replacement Voter reg. card
Receipt for the application to replace a lost, stolen or damaged U.S. Receipt: Replacement U.S. Military card
Military card

Receipt for the application o replace a lost, stolen or damaged Military . .

dependents ID card Receipt: Re?hcemenl U.S. Military dep. card
Receipt for the application to replace a lost, stolen or damaged U.S. Receipt: Raplacement Military draft

Military draft record record

Receipt for the application to replace a lost, stolen or damaged U.S. Ty i

Coast Guard Marchant Mariner Card SacsiptikapacemsntiMarchantMacinegcard

Receipt for the application to replace a lost, stolen or damaged Driver's]
license issued by a Canadian government authority

Receipt for the application o replace a lost, stolen or damaged Native | Receipt: Replacement Native American
American tribal document tribai doc

Receipt for the application to replace a lost, stolen or damaged School o
record {for persons under age 18 who are unable to present a :‘mft Refg;mm LSS
document lisied above) age

Receipt for the application to reptace a fost, stolen or damaged Report .
card {for persons under age 48 who are unable to present a document zmt Reellpéa)mem Report card
listed sbove) 29

Receipt for the application to replace a lost, stolen or damaged Clinic - ..
record (for persons under age 18 who are unable to present a Rm?t F;eflaa)oement Clinic: racord
document listed above) 89

Receipt for the application to replace a lost, stolen or damaged Doctor
record (for persons under age 18 who are unable to present a
document listed above)

Receipt for the application to replace a lost, stolen or damaged
Hospital record {for persons under age 18 who are unable to prasent a

Receipt Replacement Canadian DL

Receipt: Replacemeant Doctor record
{under age 18)

Receipt: Replacement Hospital record

| document listed above) (under age 18)
Receipt for the application to replace a lost, stolen or damaged Day- o
care record (for persons under age 18 who Receipt: Replacement Day-care record

are unable to present a document listed above) i JO)

Receipt for the application to replace a lost, stolen or damaged - y
Nursary school record (for persons under age 18 who are unable to Rece:ng;. Replacement Nursery school L
present a document listed above) age

Issuing Authority: Enter the issuing authority of the List B document or receipt. The issuing authority is the entity that

issued the document. If the employee presented a document that is issued by a state agency, include the state as part of
the issuing authority.

Document Number: Eater the document number, if any, of the List B document or receipt exactly as it appears on the
document. If the document does not contain a number, enter N/A in this field,

Expiration Date (if any) (mm/ddAyyy): Enter the expiration date, if any, of the List B document. The document is not
acceptable if it has already expired. If the document does not contain an expiration date, enter N/A in this field. Fora
receipt, enter the expiration date of the receipt validity period as described in the Receipt section above.
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List € - Employment Authorization: If the employee presented an acceptable document from List C, or an acceptable
receipt for the application to replace a lost, stolen, or destroyed List C document, enter the document information in this
column. If you enter document information in the List C column, you must also enter document information in the List B
column. If an employee presents acceptable List B and List C documents, do not ask the employee to present a list A document.
If you enter document information in List C, you should not enter document information or N/A in List A. If you complete
Section 2 using a computer, a selection in List C will fill all the fields in the List A column with N/A.

Document Title: If the employee presented a document from List C, enter the title of the List C document or receipt in
this field. The abbreviations provided are available in the dropdown when the form is completed on a computer. When
completing the form on paper, you may choose to use these abbreviations or any other common abbreviations to document
the document title or issuing authority. If you are completing the form on a computer, and you select an Employment
authorization document issued by DHS, the field will populate with List C #7 and provide a space for you to enter a

description of the documentation the employee presented. Refer to the M-274 for guidance on entering List C #7
documentation.

| Full name of List C Document Abbreviations

| Social Security Acoount Number card without restrictions (Unrestricted) Social Security Card |
Cartification of Birth Abroad (Form FS-545) Form FS-545
Cerlification of Report of Birth (Form DS-1350) T Form Ds-1350 ) ]
Consular Repor! of Birth Abroad (Form FS-240) Form FS-240
Original or certified copy of a U.S. birth certificate bearing an official seal | Birth Certificate '
Native American tribal document Native American tribal decument |
U.S. Citizen ID Card (Form +197) Form 197 L '
:?r;;u)ﬁcauon Card for usa of Resident Citizen In the United States {Form Form I-179

" Em o (Li {Note: This | S

Employment authorization document issyed by DHS (List C #7)
selaction does not include the Employment Authorization Document (Fomm
I-766) from ListA.)

Employmeni Auth. document (DHS) List C #7

Receipt for the application to replace a lost, siclen or damaged Sodal
Security Account Number Card without restrictions

Receipt: Replacement Unrestricted SS Card

cartified copy of a U.S. birth certificate bearing an official seal
Receipt for the application to replace a lost, stolen or damaged Native

Receipt for the application 1o replace a lost, stolen or damaged Original or

Receipt: Replacement Birth Certificate

Receipt: Replacement Native American Tribal Doc.

! American Tribal Document

" Recsipt for the application to replace a lost, stolen or damaged Employment
| Authorization Document issued by DHS

Receipt: Replacement Employment Auth. Doc. (DHS)

Issuing Authority: Enter the issuing authority of the List C document or receipt. The issuing authority is the entity that
issued the document.

Document Number: Enter the document number, if any, of the List C document or receipt exactly as it appears on the
document. If the document does not contain a number, enter N/A in this field.

Expiration Date (if any) (mm/dd/yyyy): Enter the expiration date, if any, of the List C document. The document is not
acceptable if it has already expired, unless USCIS has extended the expiration date on the document. For instance, if a

conditional resident presents a Form 1-797 extending his or her conditional resident status with the employee's expired Form

1551, enter the future expiration date as indicated on the Form 1-797. If the document has no expiration date, enter N/A in

this field. For a receipt, enter the expiration date of the receipt validity period as described in the Receipt section above.

Additional Information: Use this space to notate any additional information required for Form 1-9 such as:

* Employment authorization extensions for Temporary Protected Status beneficiaries, F-1 OPT STEM students, CAP-
GAP, H-1B and H-2A employees continuing employment with the same employer or changing employers, and other
nonimmigrant categories that may receive extensions of stay

¢ Additional document(s) that certain nonimmigrant employees may present

» Discrepancies that E-Verify employers must notate when participating in the IMAGE program

* Employee termination dates and form retention dates

» E.Verify case number, which may also be entered in the margin or attached as a separate sheet per E-Verify
requirements and your chosen business process

¢ Any other comments or notations necessary for the employer's business process
You may leave this field blank if the employee’s circumstances do not require additional notations.
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Entering Information in the Employer Certification

Employee's First Day of Employment: Enter the employee's first day of employment as a 2-digit month, 2-digit day and
4-digit year {mm/dd/yyyy).

Signature of Employer or Authorized Representative: Review the form for accuracy and completeness. The person who
physically examines the employee's original document(s) and completes Section 2 must sign his or her name in this field. If you
used a form obtained from the USCIS website, you must print the form to sign your name in this field. By signing Section 2,
you attest under penalty of perjury (28 U.S.C. § 1746) that you have physically examined the documents presented by the
employee, the document(s) reasonably appear to be genuine and to relate 1o the employee named, that to the best of your
knowledge the employee is authorized to work in the United States, that the information you entered in Section 2 is complete,
true and correct to the best of your knowledge, and that you are aware that you may face severe penalties provided by law and
may be subject to criminal prosecution for knowingly and willfully making false statements or knowingly accepting false
documentation when completing this form.

Today's Date: The person who signs Section 2 must enter the date he or she signed Section 2 in this field. Do not backdate this
field. If you used a form obtained from the USCIS website, you must print the form to write the date in this field. Enter the date
as a 2-digit month, 2-digit day and 4-digit year (mm/dd/yyyy). For example, enter January 8, 2014 as 01/08/2014.

Title of Employer or Authorized Representative: Enter the title, position or role of the person who physically examines the
employee's original document(s), completes and signs Section 2.

Last Name of the Employer or Authorized Representative: Enter the fult legal last name of the person who physically
examines the employee’s original documents, completes and signs Section 2. Last name refers to family name or surname. If
the person has two last names or a hyphenated last name, include both names in this field.

First Name of the Employer or Anthorized Representative: Enter the full legal first name of the person who physically
examines the employee’s original documents, completes, and signs Section 2. First name refers to the given name.

Employer*s Business or Orgapization Name: Enter the name of the employer's business or organization in this field.

Employer’s Business or Organization Address (Sireet Name and Number): Enter an actual, physical address of the

employer. If your company has multiple locations, use the most appropriate address that identifies the location of the employer.
Do not provide a P.O. Box address.

City or Town: Enter the city or town for the employer’s business or organization address. If the location is not a city or town,
you may enter the name of the village, county, township, reservation, etc, that applies.

State: Enter the two-character abbreviation of the state for the employer’s business or organization address.

ZIP Code: Enter the S-digit ZIP code for the employer’s business or organization address.
| Completing Section 3: Reverification and Rehires |

Section 3 applies 10 both reverification and rehires. When completing this section, you must also complete the Last Name, First
Name and Middle Initial fields in the Employee Info from Section 1 area at the top of Section 2, leaving the Citizenship/
Immigration Status field blank. When completing Section 3 in either a reverification or rehire situation, if the employee’s name
has changed, record the new name in Block A.

Reverification

Reverification in Section 3 must be completed prior to the earlier of:

¢ The expiration date, if any, of the employment authorization stated in Section 1, or

o The expiration date, if any, of the List A or List C employment authorization document recorded in Section 2
(with some exceptions listed below).

Some employees may have entered “N/A" in the expiration date field in Section | if they are aliens whose employment
authorization does not expire, e.g. asylees, refugees, certain citizens of the Federated States of Micronesia, the Republic of the
Marshall [slands, or Palau. Reverification does not apply for such employees unless they choose to present evidence of
employment authorization in Section 2 that contains an expiration date and requires reverification, such as Form 1-766,
Employment Authorization Document.

You should not reverify U.S. citizens and noncitizen nationals, or lawful permanent residents (including conditional residents)
who presented a Permanent Resident Card (Form 1-551). Reverification does not apply to List B documents.
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For reverification, an employee must present an unexpired document(s) (or a receipt) from either List A or List C showing he or
she is still authorized to work. You CANNOT require the employee to present a particular document from List A or List C. The
employee is also not required to show the same type of document that he or she presented previously. See specific instructions
on how to complete Section 3 below.

Rehires

If you rehire an employee within three years from the date that the Form [-9 was previously executed, you may either rely on
the employee’s previously executed Form I-9 or complete a new Form 1-9.

If you choose to rely on a previously completed Form [-9, follow these guidelines.

¢ If the employee remains employment authorized as indicated on the previously executed Form [-9, the employee does
not need to provide any additional documentation. Provide in Section 3 the employee’s rehire date, any name changes if
applicable, and sign and date the form.

» If the previously executed Form [-9 indicates that the employee's employment authorization from Section 1 or
employment authorization documentation from Section 2 that is subject 10 reverification has expired, then
reverification of employment authorization is required in Section 3 in addition to providing the rehire date. If the
previously executed Form [-9 is not the current version of the form, you must complete Section 3 on the current
version of the form.

e If you already used Section 3 of the employee’s previously executed Form 1-9, but are rehiring the employee within
three years of the original execution of Form [-9, you may complete Section 3 on a new Form 1-9 and attach it to the
previously executed form.

Employees rehired afier three years of original execution of the Form [-9 must complete a new Form 1-9.
Complete each block in Section 3 as follows:

Block A - New Name: If an employee who is being reverified or rehired has also changed his or her name since originally
completing Section | of this form, complete this block with the employee's new name. Enter only the part of the name that has
changed, for example: if the employee changed only his or her last name, enter the last name in the Last Name field in this
Blaock, then enter N/A in the First Name and Middle Initial fields. If the employee has not changed his or her name, enter N/A in
each field of Block A.

Block B - Date of Rehire: Complete this block if you are rehiring an employee within three years of the date Form 1-9 was
originally executed. Enter the date of rehire in this field. Enter N/A in this field if the employee is not being rehired.

Block C - Complete this block if you are reverifying expiring or expired employment authorization or employment
authorization documentation of a current or rehired employee. Enter the information from the List A or List C document(s) (or
receipt) that the employee presented to reverify his or her employment authorization. All documents must be unexpired.

Document Title: Enter the title of the List A or C document (or receipt) the employee has presented to show continuing
employment authorization in this field.

Document Number: Enter the document number, if any, of the document you entered in the Document Title field
exactly as it appears on the document. Enter N/A if the document does not have a number.

Expiration Date (if any) (mm/dd/yyyy): Enter the expiration date, if any, of the document you entered in the Document
Title field as a 2-digit month, 2-digit day, and 4-digit year (mm/dd/yyyy). If the document does not contain an expiration
date, enter N/A in this field.

Signature of Employer or Authorized Representative: The person who completes Section 3 must sign in this field. If you
used a form obtained from the USCIS website, you must print Section 3 of the form to sign your name in this field. By signing
Section 3, you attest under penalty of perjury (28 U.S.C. §1746) that you have examined the documents presented by the
employee, that the document(s) reasonably appear to be genuine and to relate to the employee named, that to the best of your
knowledge the employee is authorized to work in the United States, that the information you entered in Section 3 is complete,
true and correct to the best of your knowledge, and that you are aware that you may face severe penalties provided by law and
may be subject to criminal prosecution for knowingly and willfully making false statements or knowingly accepting false
documentation when completing this form.
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Today's Date: The person who completes Section 3 must enter the date Section 3 was compieted and signed in this field. Do
not backdate this field. If you used a form obtained from the USCIS website, you must print Section 3 of the form to enter the
date in this field. Enter the date as a 2-digit month, 2-digit day, and 4-digit year (nm/dd/yyyy). For example, enter January 8,
2014 as 01/08/2014.

Name of Employer or Authorized Representative: The person who completed, signed and dated Section 3 must enter his
or her name in this field.

[ What is the Filing Fee? |

There is no fee for completing Form 1-9. This form is not filed with USCIS or any govemment agency. Form 1-9 must be
retained by the employer and made available for inspection by U.S. Government officials as specified in the “DHS Privacy
Notice™ below.

[ USCIS Forms and Information |

For additional guidance about Form 1-9, employers and employees should refer to the Handbook for Employers: Guidance for
Completing Form I-9 (M-274) or USCIS’ Form [-9 website at https://www,uscis.goy/i-9~-central,

You can also obtain information about Form [-9 by e-mailing USCIS at 1-9Central@dhs.gov, or by calling 1-888-464-4218 or
1-877-875-6028 (TTY).

You may download and obtain the English and Spanish versions of Form 1-9, the Handbook for Employers, or the instructions
to Form 1-9 from the USCIS website at https: /www uscis.gov/i-9. To complete Form 1-9 on a computer, you will need the latest
version of Adobe Reader, which can be downloaded for free at http:.//get.adobe.com/reader/. You may order paper forms at

bitgs:/iwww.uscis.gov/forms/forms-by-mail or by contacting the USCIS Contact Center at 1-800-375-5283 or 1-800-767-1833
(TTY).

Information about E-Verify, a web-based system that allows employers to confirm the eligibility of their employees to work in the

United States, can be obtained at hitps://'www.c-verify.gov or by contacting E-Verify at hitps./www. e-verify. govicontact-us.

Employees with questions about Form I-9 and/or E-Verify can reach the USCIS employee hotline by calling 1-888-897-7781 or
1-877-875-6028 (TTY).

rPhotocopying Blank and Completed Forms I-9 and Retaining Completed Forms 1-9 |

Employers may photocopy or print blank Forms 1-9 for future use. All pages of the instructicns and Lists of Acceptable
Documents must be available, ither in print or electronically, to all employees completing this form. Employers must retain
each employee's completed Form 1-9 for as long as the individual works for the employer and for a specified period after
employment has ended. Employers are required to retain the pages of the form on which the employee and employer entered
data. If copies of documentation presented by the employee are made, those copies must also be retained. Once the individual's
employment ends, the employer must retain this form and attachments for either 3 years after the date of hire (i.e., first day of
work for pay) or 1 year after the date employment ended, whichever is later. In the case of recruiters or referress for a fee (only
applicable to those that are agricultural associations, agricultural employers, or farm labor contractors), the retention period is 3
years after the date of hire (i.e., first day of work for pay).

Forms [-9 obtained from the USCIS website that are not printed and signed manually {by hand) are not considered complete. In
the event of an inspection, retaining incomplete forms may make you subject to fines and penalties associated with incomplete
forms.

Employers should ensure that information employees provide on Form I-9 is used only for Form I-9 purposes. Compleled
Forms 1-9 and all accompanying documents should be stored in a safe, secure location.

Form I-% may be generated, signed, and retained electronically, in compliance with Department of Homeland Security
regulations at 8 CFR 274a.2,
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I DHS Privacy Notice ]

AUTHORITIES: The information requested on this form, and the associated documents, are collected under the Immigeation
Reform and Control Act of 1986, Pub. L. 99-603 (8 USC 1324a).

PURPOSE: The primary purpose for providing the requested information on this form is for employers to verify your identity
and employment authorization. Consistent with the requirements of the Immigration Reform and Control Act of 1986,
employers use the Form 1-9 to document the verification of the identity and employment authorization for new employees to
prevent the unlawful hiring, or recruiting or referring for a fee, of aliens who are not authorized to work in the United States.
This form is completed by both the employer and employee, and is ultimately retained by the employer.

DISCLOSURE: The information you provide is voluntary. However, failure to provide the requested information, including
your Social Security number (if applicable), and any requested evidence, may result in termination of employment. Failure of
the employer to ensure proper completion of this form may result in the imposition of civil or criminal penalties against the
employer. In addition, knowingly employing individuals who are not authorized to work in the United States may subject the
employer to civil and/or criminal penalties.

ROUTINE USES: This information will be used by employers as a record of their basis for determining eligibility of an
individual to work in the United States. The employer must retain this completed form and make it available for inspection by
authorized officials of the Department of Homeland Security, Department of Labor, and Department of Justice, Civil Rights
Division, Immigrant and Employee Rights Section. DHS may also share this information, as appropriate, for law enforcement
purposes or in the interest of national security.

Paperwork Reduction Act

An agency may not conduct or sponsor an information collection and a person is not required to respond to a collection of
information unless it displays a currently valid OMB control number. The public reporting burden for this collection of
information is estimated at 35 minutes per response, when completing the form manually, and 26 minutes per response when
using a computer to aid in completion of the form, including the time for reviewing instructions and completing and retaining
the form. Send comments regarding this burden estimate or any other aspect of this collection of information, including
suggestions for reducing this burden, to; U.S. Citizenship and Immigration Services, Regulatory Coordination Division, Office
of Policy and Strategy, 20 Massachusetts Avenue NW, Washington, DC 20529-2140; OMB No. 1615-0047. Do not mail your
completed Form I-9 to this address.
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Form W'4

Department of the Treasury
Iintemal Revenue Service

Employee’s Withholding Certificate OMB No. 1545-0074

Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.

Give Form W-4 to your employer. 2@23

Your withholding is subject to review by the IRS.

St ep 1: {a} First name and middle initial Last name {b} Social security number
Enter Address Does your name match the
Personal name on your social security
: card? if not, to ensure you get
Information City or town, state, and ZIP code credit for your eamings,

contact 3SA at 800-772-1213
or go to WWW.SSa.gov.

(c)

D Singte or Married filing separately
D Married filing jointly or Qualifying surviving spouse
D Head of household (Check only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual.j

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, other details, and privacy.

Step 2:

Multiple Jobs
or Spouse
Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
also works. The correct amount of withholding depends on income earned from all of these jobs.

Do only one of the following.

(a) Reserved for future use.

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below; or

{c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This
option is generally more accurate than (b) if pay at the lower paying job is more than half of the pay at the
higher paying job. Otherwise, (b) is more accurate e

TIP: If you have self-employment income, see page 2.

Complete Steps 3—4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the cther jobs. (Your withholding will
be most accurate if you complete Steps 3—4(b) on the Form W-4 for the highest paying job.)

Step 3: If your total income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim Multiply the number of qualifying children under age 17 by $2,000 §
Dependent Multioly th ¢ ofh s
and Other ultiply the number of other dependents by $500 . . . . .
Credits Add the amounts above for qualifying children and other dependents. You may add to
this the amount of any other credits. Enter the totalhere . . . . . . . . . . 3 0%
Step 4 {a) Other income {not from jobs). If you want tax withheld for other income you
(optional): expect this year that won't have withholding, enter the amount of other income here.
Other This may include interest, dividends, and retirementincome . . . . . . . . |4@}%
Adjustments {b) Deductions. If you expect to claim deductions other than the standard deduction and
want to reduce your withholding, use the Deductions Worksheet on page 3 and enter
theresulthere . . . . . . . . . . . . . . . . . . . . . . . |48
(¢} Extra withholding. Enter any additional tax you want withheld each pay period . . |4{c}|$
Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
Sign
Here
Employee’s signature (This form is not valid unless you sign it.) Date
Employers | Employer's name and address First date of Employer identification
Only employment number {EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. Ne., 10220Q Form W-4 (2023)



Form W-4 (2023)

Page 2

General Instructions
Section references are to the Internal Revenue Code.

Future Developments

For the latest information about developments related to
Form W-4, such as legislation enacted after it was published,
go to www.irs.gov/FormWa4.

Purpose of Form

Complete Form W-4 so that your employer can withhold the
correct federal income tax from your pay. If too little is
withheld, you will generally owe tax when you file your tax
return and may owe a penalty. If too much is withheld, you
will generally be due a refund. Complete a new Form W-4
when changes to your personal or financial situation would
change the entries on the form. For more information on
withhelding and when you must furnish a new Form W-4,
see Pub. 505, Tax Withholding and Estimated Tax.

Exemption from withholding. You may claim exemption
from withholding for 2023 if you meet both of the following
conditions: you had no federal income tax liability in 2022
and you expect to have no federal income tax liability in
2023. You had no federal income tax liability in 2022 if (1)
your total tax on line 24 on your 2022 Form 1040 or 1040-SR
is zero (or less than the sum of lines 27, 28, and 29), or (2)
you were not required to file a return because your income
was below the filing threshold for your correct filing status. If
you claim exemption, you will have no income tax withheld
from your paycheck and may owe taxes and penalties when
you file your 2023 tax return. To claim exemption from
withholding, certify that you meet both of the conditions
above by writing “Exempt” on Form W-4 in the space below
Step 4(c). Then, complete Steps i(a), 1(b), and 5. Do not
complete any other steps. You will need to submit a new
Form W-4 by February 15, 2024.

Your privacy. If you have concerns with Step 2(c), you may
choose Step 2(b); if you have concerns with Step 4{a), you
may enter an additional amount you want withheld per pay
period in Step 4(c).

Self-employment. Generally, you will owe both income and
self-employment taxes on any self-employment income you
receive separate from the wages you receive as an
employee. If you want to pay income and self-employment
taxes through withhelding from your wages, you should
enter the self-employment income on Step 4(a). Then
compute your self-employment tax, divide that tax by the
number of pay periods remaining in the year, and include
that resulting amount per pay period on Step 4{(c). You can
also add half of the annual amount of self-empioyment tax to
Step 4(b) as a deduction. To calculate self-employment tax,
you generally multiply the self-employment income by
14.13% (this rate is a quick way to figure your self-
employment tax and equals the sum of the 12.4% social
security tax and the 2.9% Medicare tax multiplied by
0.9235). See Pub. 505 for more information, especially if the
sum of self-employment income multiplied by 0.9235 and
wages exceeds $160,200 for a given individual.

Nonresident alien. Hf you're a nonresident alien, see Notice
1392, Supplemental Form W-4 Instructions for Nonresident
Aliens, before completing this form.

Specific Instructions

Step 1(c). Check your anticipated filing status. This will
determine the standard deduction and tax rates used to
compute your withholding.

Step 2. Use this step if you (1) have more than one job at the
same time, or (2} are married filing jointly and you and your
spouse both work.

If you (and your spouse) have a total of only two jobs, you
may check the box in opticn (¢}. The box must also be
checked on the Form W-4 for the other job. If the box is
checked, the standard deduction and tax brackets will be
cut in half for each job to calculate withholding. This option
is roughly accurate for jobs with similar pay; otherwise, more
tax than necessary may be withheld, and this extra amount
will be larger the greater the difference in pay is between the
two jobs.

ﬂ Muitiple jobs. Complete Steps 3 through 4(b) on only
one Form W-4. Withholding will be most accurate if
you do this on the Form W-4 for the highest paying job.

Step 3. This step provides instructions for determining the
amount of the child tax credit and the credit for other
dependents that you may be able to claim when you file your
tax return. To qualify for the child tax credit, the child must
be under age 17 as of December 31, must be your
dependent who generally lives with you for more than half
the year, and must have the required social security number.
You may be able to claim a credit for other dependents for
whom a child tax credit can’t be claimed, such as an older
child or a qualifying relative. For additional eligibility
requirements for these credits, see Pub. 501, Dependents,
Standard Deduction, and Filing Information. You can also
include other tax credits for which you are eligible in this
step, such as the foreign tax credit and the education tax
credits. To do so, add an estimate of the amount for the year
to your credits for dependents and enter the total amount in
Step 3. Including these credits will increase your paycheck
and reduce the amount of any refund you may receive when
you file your tax return.

Step 4 (optional).

Step 4{a). Enter in this step the total of your other
estimated income for the year, if any. You shouldn’t include
income from any jobs or self-employment. If you complete
Step 4(a), you likely won’t have to make estimated tax
payments for that income. If you prefer to pay estimated tax
rather than having tax on other income withheld from your
paycheck, see Form 1040-ES, Estimated Tax for Individuals.

Step 4(b). Enter in this step the amount from the
Deductions Worksheet, line 5, if you expect to claim
deductions other than the basic standard deduction on your
2023 tax return and want to reduce your withholding to
account for these deductions. This includes both itemized
deductions and other deductions such as for student loan
interest and IRAs.

Step 4{c). Enter in this step any additional tax you want
withheld from your pay each pay period, including any
amounts from the Multiple Jobs Worksheet, line 4. Entering
an amount here will reduce your paycheck and will either
increase your refund or reduce any amount of tax that you
owe.

CAUTION



Form W-4 {2023)

Page 3

Step 2(b)—Multiple Jobs Worksheet (Keep for your records.)

If you choose the option in Step 2(b) on Form W-4, complete this worksheet {(which calculates the total extra tax for all jobs) on only
ONE Form W-4. Withholding will be most accurate if you complete the worksheet and enter the result on the Form W-4 for the highest
paying job. To be accurate, submit a new Form W-4 for all other jobs if you have not updated your withholding since 2019.

Note: If more than cne job has annual wages of more than $120,000 or there are more than three jobs, see Pub. 505 for additional

tables.

1

Two jobs. If you have two jobs or you’re married filing jointly and you and your spouse each have one
job, find the amount from the appropriate table on page 4. Using the “Higher Paying Job” row and the
“Lower Paying Job” column, find the value at the intersection of the two household salaries and enter
that vaiue on line 1. Then, skipto line 3 .

Three jobs. If you and/or your spouse have three jobs at the same time, complete lines 2a, 2b, and
2¢ below. Otherwise, skip to line 3.

a Find the amount from the appropriate table on page 4 using the annual wages from the highest
paying job in the “Higher Paying Job" row and the annual wages for your next highest paying job
in the "Lower Paying Job” column, Find the value at the intersection of the two household salaries
and enter that value on line 2a .

b Add the annual wages of the two highest paying jobs from line 2a together and use the total as the
wages in the “Higher Paying Job” row and use the annual wages for your third job in the “Lower
Paying Job” column to find the amount from the appropriate table on page 4 and enter this amount
on line 2b

¢ Add the amounts from lines 2a and 2b and enter the result on line 2¢ .

Enter the number of pay periods per year for the highest paying job. For example, if that |ob pays
weekly, enter 52; if it pays every other week, enter 26; if it pays monthly, enter 12, etc.

Divide the annual amount on line 1 or line 2¢ by the number of pay periods on line 3. Enter this
amount here and in Step 4(c) of Form W-4 for the hlghest paying ]Ob (along with any other additional
amount you want withheld) . .o . . .o

2bh §
2 $

Step 4(b)—Deductions Worksheet (Keep for your records.)

Enter an estimate of your 2023 itemized deductions (from Schedule A {Form 1040)). Such deductions
may include qualifying home mortgage interest, charitable contributions, state and local taxes (up to

$10,000}, and medical expenses in excess of 7.8% of yourincome . . . . . . . . . . . . 1%

« $27,700 if you're married filing jointly or a qualifying surviving spouse

2 Enter * $20,800 if you're head of household

* $13,850 if you're single or married filing separately

] 2s

3 Ifline 1 is greater than line 2, subtract line 2 from line 1 and enter the result here. If line 2 is greater

than line 1, enter “-0-" 3 %
4 Enter an estimate of your student loan interest, deductible IRA contributions, and certain other
adjustments (from Part [l of Schedule 1 {(Form 1040)). See Pub. 505 for more information . . . . 4 8

5 Add lines 3 and 4. Enter the result here and in Step 4(b) of Form W-4 .

Privacy Act and Paperwork Reduction Act Notice. We ask for the information
an this form to cany out the Internal Revenue laws of the United States. Internal
Revenue Code sections 3402(f)(2) and 6109 and their regulations require you to
provide this information; your employer uses it to determine your federal income
tax withholding. Failure to provide a properly completed form will result in your
baing treated as a single person with no other entries on the form; providing
fraudulent information may subject you to penalties. Routine uses of this
information include giving it 1o the Depariment of Justice for civil and criminal
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and
teritories for use in administering their tax laws; and to the Department of Health
and Human Services for use in the National Directory of New Hires. We may also
disclose this information to other countries under a tax treaty, to federal and state
agencies to enforce federal nontax criminal laws, or to federal law enforcement
and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of
any Internal Revenue law. Generally, tax retumns and retumn information are
confidential, as required by Code section 6103,

The averaga time and expenses reguired to complete and file this form will vary
depending on individual circumstances. For estimated averages, see the
instructions for your income tax return,

If you have suggestions for making this form simpler, we would be happy to hear
from you. See the instructions for your income tax return.



Form W-4 (2023) Page 4
Married Filing Jointly or Qualifying Surviving Spouse
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable $0- |$10,000 -|$20,000 -| $30,000 - | $40,000 - | $50,000 - | $60,000 - | $70,000 - | $80,000 - [ $90,000 - |$100,000 -$110,000 -
Wage & Salary | 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 590,999 | 69,990 | 79,999 | 89,999 | 99,999 | 109999 | 120,000
$0- 9,998 $0 $0 $850 $850 | $1,000 | $1,020 [ $1,020 | $1,020 | $1,020 | $1,020 | $1,020 | $1,870
$10,000 - 19,999 0 930 1850 | 2,000 2200 2220 2220| 2220 2220| 2220| 3200]| 4,070
$20,000 - 29,999 850 1,850 | 2,920 | 3,120 | 3320 | 3340 | 3340 | 3340 | 3340 | 4320]| 5320 | 6,190
$30,000 - 39,999 850 | 2000 | 3720 | 3320| 3520 3540 | 3540 | 3540 4520 | 5520 | 6,520 | 7,390
$40,000- 49,999 1,000 | 2200| 3320 | 3520 | 3720 | 3740| 3740 | 4720| s5720{ 6720 7720 8,590
$50,000- 59,9001 1,020 | 22201 3,340} 3540 | 3740 | 37680 | 4750 | s5750| 6750 | 7750 | 8,750 | 9610
$60,000- 69,999] 1,020 | 2220 | 3340 | 3540 | 3740 | 4750| 5750 | 6750 | 7750 | 87501 9,750 | 10,610
$70,000- 79,999] 1,020 j 2220 | 3,340 | 3540 | 4720 5750 6750 7,750 | 8750 | 9,750 | 10,750 | 11,610
$80,000- 99,999] 1,020 ] 2220 | 4170 | 5370 6570 7600 | 8,600 9600] 10,600 | 11,600 | 12,600 | 13,460
$100,000 - 149,999 1,870 | 4,070 | 6,190 | 7,390 | 8590 | 9610 | 10,610 | 11,660 | 12,860 | 14,060 | 15260 | 16,330
$150,000-239,999| 2,040 | 4,440 | 6760 | 8,60 | 9,560 | 10,780 | 11,980 | 13,180 | 14,380 | 15580 | 16,780 | 17,850
$240,000-259,999] 2,040 | 4440 | 6760 | 8,160 | 9,560 | 10,780 | 11,980 | 13,180 | 14.380 | 15580 | 16,780 | 17,850
$260,000 -279,999| 2,040 | 4,440 | 6760 | 8,160 | 9,560 | 10,780 | 11,980 | 13,180 | 14,380 | 15580 | 16,780 | 18,140
$280,000-299,999| 2,040 | 4,440 | 6760 | 8,160 | 9560 | 10,780 | 11,980 | 13,180 | 14,380 | 15870 | 17,870 | 19,740
$300,000-319,999] 2,040 | 4440 | 6760 | 8160 | 9560 | 10780 | 11,880 | 13,470 | 15470 | 17.470 | 19470 | 21,340
$320,000 - 364,999| 2,040 | 4,440 | 6760 | 8550 | 10,750 | 12,770 | 14,770 | 16,770 | 18,770 | 20,770 | 22,770 | 24.640
$365,000 - 524,999 2970 | 6470 | 9,890 | 12,390 | 14,800 | 17.220 | 19,520 | 21,820 | 24,120 | 26,420 | 28,720 | 30,880
$525,000 andover { 3,340 | 6,840 | 10,460 | 13,160 | 15860 | 18,390 | 20,890 | 23,300 | 25800 | 28390 | 30,850 | 33,250
Single or Married Filing Separately
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- [$10,000 -|$20,000 - $30.000 - |$40,000 - | $50,000 - [ $60,000 - |$70,000 - | $80,000 - 1 $30,000 - | $100,000 -|$110,000 -
Wage & Salary | 9,990 | 19,990 | 20999 | 39,099 | 49,990 | 59,999 | 69,993 | 79,999 | 89,999 | 99,999 | 109,900 | 120,000
$0- 99998 $310 $890 | $1,020 | $1.020 | $1,020 | $1,860 | $1,870 | $1,870 | $1,870 | $1.870 | $2,030 | $2.040
$10,000 - 19,999 890 1,630 1,750 1,750 | 2600 | 3600 | 3600| 3600| 3600 ( 8760 | 3960 | 3970
$20,000 - 29,999 1,020 1,750 1,880 | 2720 | 3720 | 4720 4730 | 4730 | 4890 | 5000| 5290 | 5300
$30,000 - 39,899 1,020 1,750 | 2,720 | 3720 | 4720 | 5720| 5730 | 5890 | 6080 6290 6490 | 6500
$40,000- 59,899 1,710 | 3450 | 4570 | 5570 | 6570) 7700 7910 8110 8310 8510 8710 | 8720
$60,000- 79,999| 1,870 | 3,600 | 4,730 | 5860} 7.060| 8260 | 8460 | 8660 | 8860 | 9060 | 9260 | 9280
$80,000- 99,989 1,870 | 3,730 | 5060 | 6260 | 7460 | 8660 8860 | 9060 9260 | 9460 | 10,430 | 11,240
$100,000 - 124,999 2040 | 3970 | 5300| 6500| 7700 | 8900 9,110 | 9610 10610 | 11,610 | 12,610 | 13,430
$125,000-149,999] 2,040 | 3970 | 5300 | 6500 7700 | 9610 | 10610 | 11610 | 12610 | 13610 | 14.900 | 16,020
$150,000 - 174,999] 2,040 | 3,970 5610 | 7610 | 9610 | 11,610 | 12,610 | 13,750 | 15050 | 16,350 | 17.650 | 18,770
$175,000 - 198,999| 2,720 | 5,450 7580 | 9,580 | 11,580 | 13,870 | 15,180 | 16,480 | 17,780 | 19,080 | 20,380 | 21,490
$200,000 - 249,999] 2900 | 5930 | 8360 | 10,660 | 12960 | 15260 | 16,570 | 17,870 | 19,170 | 20,470 { 21,770 | 22,880
$250,000 - 399,993 2970 | 6,010 | 8,440 | 10,740 | 13,040 | 15340 | 16,640 | 17,940 | 19,240 | 20,540 | 21,840 | 22,960
$400,000 - 449,999 2970 | 6,010 | 8440 | 10,740 | 13,040 | 15340 | 16,640 | 17,940 | 19,240 | 20,540 | 21,840 | 22,960
$450,000 andover [ 3,140 | 6,380 | 8,010 | 11,510 | 14,010 | 16510 | 18,010 | 19510 | 21,010 | 22,510 | 24,010 | 25330
Head of Household
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | $0- ($10,000 -|$20,000 -|$30,000 - | $40,000 - | $50,000 - | $60,000 - | $70,000 - | $80,000 - | $90,000 - |$100,000 -|$110,000 -
Wage & Salary | 9,999 | 19,909 | 29,909 | 39,999 | 49,999 | 59,990 | 69,998 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $0 $620 $860 | $1,020 | $1,020 | $1,020 | $1,020 | $1,650 | $1,870 | $1,870 | $1,890 [ $2,040
$10,000 - 19,999 620 1,630 | 2060 | 2220 2220 | 2220 | 2850 | 3,850 | 4070| 4090 | 4290 | 4,440
$20,000 - 29,999 860 | 2080 [ 2490 | 2650 | 2650 3280 | 4280 5280 5520| 5720| 5920| 86,070
$30,000- 39,999 1,020 | 2220 | 2650 | 2810 | 3,440 | 4,440 | 5440 | 6460 | 6880 | 7080 | 7280 | 7430
$40,000- 59,998| 1,020 2220 | 3130 4290 | 5200| 6200 7480} 8680 | 9100 | 9300 | 9500 | 9650
$60,000- 79,999| 1,500 | 3700 | 5130 | 6290 | 7.480] 8680 [ 9880 ] 11,080 | 11,500 [ 11,700 | 11,900 | 12,050
$80,000- 99999 1870 | 4070 | 5690 | 7050 | 8250 | 9450 10650 | 11,850 | 12,260 | 12,460 | 12,870 | 13,820
$100,000- 124,999] 2040 | 4440 | 6070 | 7,430 | 8630 | 9,830 | 11,030 | 12,230 | 13,190 | 14,190 | 15,190 | 16,150
$125,000-149,999| 2,040 | 4440 | 8070 | 7.430 | 8630 | 9,980 | 11,980 | 13,980 | 15,190 | 16,190 | 17,270 | 18,530
$150,000- 174,989 2,040 | 4440 | 6,070 | 7980 [ 9980 | 11,980 | 13,980 | 15980 | 17,420 | 18,720 | 20,020 | 21,280
$175,000- 199,999 2,190 | 5390 | 7,820 | 9,980 [ 11,980 | 14,060 | 16,360 | 18,660 | 20,170 | 21,470 | 22,770 | 24,030
$200,000-249,999| 2720 | 6,190 | 8,920 | 11,380 [ 13,680 | 15980 | 18,280 | 20,580 | 22,090 | 23,390 | 24,690 | 25,950
$260,000 - 449,999 2970 | 6,470 | 9,200 | 11,660 | 13,960 | 16,260 | 18,560 | 20,860 | 22,380 | 23,680 | 24,980 | 26,230
$450,000 andover | 3,140 | 6,840 | 9,770 | 12,430 | 14,930 | 17,430 | 19,930 | 22,430 | 24,150 | 25,650 | 27,150 | 28,600




As of 12/7:20 this new version of the IT 4 combines and replaces the following forms: IT 4 (previous version), IT 4NR, IT 4 MIL, and IT MIL SP.

Ohio

Department of Rev. 12/20

Taxation

Employee’s Withholding Exemption Certificate

Submit form IT 4 to your employer on or before the start date of employment so your employer will withhold and remit Ohio income tax
from your compensation, If applicable, your employer will alse withhold school district income tax. You must file an updated IT 4 when any
of the information listed below changes (including your marital status or number of dependents). You should contact your employer for
instructions on how to complete an updated IT 4. Your employer may require you to complete this form electronically.

Section I: Personal Information

Employee Name; Employee SSN:

Address, city, state, ZIP code:

School district of residence (See The Finder at tax.ohio.gov): School district number (#E#):

Section II: Claiming Withholding Exemptions

1. Enter “0" if you are a dependent on another individual's Ohio return; otherwise enter “1”

2. Enter “0" if single or if your spouse files a separate Chio return; otherwise enter “1”

3. Number of dependents

4. Total withholding exemptions {sum of line 1, 2, and 3)

5. Additional Ohio income tax withholding per pay period (optional) .........cccccoeeeiii e, $

Section lll;: Withholding Waiver

| am not subject to Ohio or school district income tax withholding because (check all that apply):

I am a full-year resident of Indiana, Kentucky, Michigan, Pennsylvania, or West Virginia.

| am a resident military servicemember who is stationed outside Ohio on active duty military orders.

| am a nonresident military servicemember whao is stationed in Ohio due to military orders.

{ am a nonresident civilian spouse of a military servicemember and | am present in Ohio solely due to my
spouse's military orders.

| am exempt from Ohio withholding under R.C. 5747.06{A)(1) through (6).

Section IV: Signature {required)

Under penalties of perjury, | declare that, to the best of my knowledge and belief, the information is true, correct and complete.

S__ignature Date
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Y MuskingumValley

City and School District Income Taxes

Please indicate what city and school district income taxes MVESC should withhold
from your paycheck. Please answer the following questions:

City Tax

What is your city of residence?

Are you subject to local taxes in this city?

Where is your office or classroom located?

School District Income Tax

What if the name of the school district that serves the
area where you reside?

Are you subject to School District Income Tax?

Other Local Taxes

Are there any other local taxes MVESC should withhold?

Please explain.




& ADES/ PARAPRD FE S5 10MALS

SCHOOL EMPLOYEES RETIREMENT SYSTEM OF OHIO
300 East Broad Street, Suits 100, Columbus, Ohio 43215-3748
614-222-5853 - Toll-Free 1-800-878-5353 » www.ohsers.org

’ MEMBERSHIP RECORD

| PART A - TO BE COMPLETED BY MEMBER | - =

SOCIAL SECURITY NUMBER

LAST NAME FIRST MIDDLE MAIDEN

PERMANENT ) O

MAILING EET MALE

ADDRESS: STR O FEMALE
ciy STATE 2P

E-MAIL
DATE OF BIRTH: ADDRESS:

MONTH oAy YEAR

[JsinaLe Cloivorcep
PHONE NUMBER: { ) CImarriED Cwipowen

FAMILY DATA DATE OF BIRTH
LAST NAME FIRST MIDDLE OR MAIDEN MONTH/DAY/YEAR

SPOUSE:

GHILDREN:

FATHER:

MOTHER:

JOB CLASSIFICATION Mark one box only:
[ Adminisirative 07 Educational Aide O supptementsl (Coach, Advisor, Btc,)
1 Clerical/Sacretarial I Food Sanvice L school Board Member
0 CustodiatMeinlenance O Transportation O other

If an employee of the schools through an outside contract company:
Name of contract company:;

MEMBERSHIP IN OTHER OHIO SYSTEM
For all of the following, check "yes” or “no” if you ever were a member of or
received benefils from: MEMBER BENEFIT
School Employess Retirement Systamof Ohlo  Clves ONe  Done T Service [ Disabiity O survivor
Stale Teachers Retiremsn! System of Ohio Oves Ono  [Dnons Cservice [ Disability [ Survivor
Ohlo Public Employees Relirement System Clves ONo  CINone Dsewice O pisabiity O sunviver

Ohio Pollce & Fire Pension Fund Oves Ono  CInone Dservice [ Disabinty [ Survivor
Ohla Stats Highway Patrol Retirement System  [Ives [INo  Clivone DJsenvice [l pisabitty [ Survivor
Clncinnati Relirement System Dves Ono  ONone Osenvice [ pisabity Ol surviver
Individuals receiving a Disabllity Benefit from SERS need to contact SERS before returning to work.
MEMBER CERTIFICATION
1 hereby certify the information given here to be true fo the best of my knowledga.,
SIGNATURE: ___ DATE:
DO NOT PRINT

PART B - TO BE COMPLETED BY EMPLOYER |

SCHOOL DISTRICT COUNTY COUNTY DISTRICT NO.
MEMBER'S FIRST DATE OF SERVICE THIS SCHOOL YEAR (July 1 - June 30):

1 hereby cerilfy that | have verified the employee’s Social Securlly number, the job title, and the first daie of service for the
current employment.
AUTHORIZED OFFICER'S SIGNATURE:

25.562 Rev. 11/05




ADES/PARA PROFESSIDNALS

SCHOOL EMPLOYEES RETIREMENT SYSTEM OF OHIO
300 East Broad Straet, Suite 100, Columbus, Ohio 43215-3748
. 614-222-5853 + Toll-Free 1-800-878-5853 « www.ohsers.org

REEMPLOYED NOTIFICATION

This completed form must be sent to SERS within thirty (30) days of the first date of employment of
a parson recelving a benefit from an Ohlo state retiremant system or the Cincinnati Retirement
System. Information must be provided by both the employse and employer.

PART A - Employee Information

Social Security Number: Il—_—.“ I— r"_ —L_"_"_JI

Name:

Maillng Address:

City: State; ZIP:

Phone Number:

Date of Birth: Gender: [] Female [J Male

Ohio public system paying the benefit;
L3 schoo Employees Retirement System of Ohie [ Cincinnati Retirement System
[ state Teachers Retirement System of Ohio ] Highway Patrol Retirement System
[ ohio Public Employees Retirement System [ ohio Police & Fire Pension Fund

I hereby certify that the above employee Information is complete and true to the best of my
knowledge.

Employee's Signature:; Date:

PART B - Employer Certification

HENNN

School District County Employer Number

Reemployed Refiree’s first Date of Service following retirement:

| certify that:

1. The above employer information is true and accurate.

2. li this person [s reemployed in a position that customarily is filled by a vote of the members of a
board or commission that per Section 3309.345 of the Ohio Revised Code, that not less than sixty
(60) days before the employment began, public notice was given that the person is or would be
retired and seeking employment with the employer, and betwaen fifteen (15) and thirty (30) days
before the employment bagan a public meeting was held on the issue.

Autherized Officer's Signature: Date:
26.54 Rev. 11709




STATE TEACHERS ﬁ - ( E A C H E5 275 East Broad Street
S T{S RETIREMENT SYSTEM E Columbus, OH 43215-3771

888-535-4050

ou o OFOHIO + jﬂfbm ]N ) grg ATOES www.strsoh.org/employer

MEMBER INFORMATION:

Please complete the information below and return to your employer within £0 days of your first workday.

Section 1 — Employee Information

Social Security no.

Name

Birth date O Male Q Female

Address

City, state, ZIP code

First date on payroll with this employer (Retired employees should indicate first day
worked with this employer after retirement date.)

Are you currently receiving a monthly retirement benefit from an Ohio public employer or an alternative
retirement plan (ARP)? QYes ONo  If yes, please complete Section 2.

Section 2 — Retired Employee

Only complete if you are receiving a monthly retirement benefit from an Ohio public employer or an ARP,

Retirement date

Type of retirement benefit:
Q Service retirement Q Disability Q ARP
Which retirement system pays your monthly retirement benefit?

O STRS — State Teachers Retirement System of Ohio

Q OPERS — Ohio Public Employees Retirement System

0 SERS — School Employees Retirement System of Chio

Q OP&F — Ohio Police & Fire Pension Fund

Q SHP — Highway Patrol Retirement System

QO CRS — City of Cincinnati Retirement System

O ARP — Aliernative Retirement Plan (option only for college and university retirees)

School Use Only :
College and:university employers: Is this employes eligibie for an ARP? O Yes 0 No

50279, 61N



Social Security Administration

Statement Concerning Your Employment in a Job
Not Covered by Social Security

Employee Name éﬁ’.ﬁ%ﬁ% Bgcurity #

Employer Name Muskingum valley Esc EmployeriD#  ¢oop 60-001

Your eamings from this job are not covered under Soclal Security. When you retire, or if you become disabled,
you mey recelve a pension based on earnings from this job. If you do, and you are also entitled to a benefit
from Social Security based on either your own work or the work of your husband or wife, or former husband or
wife, your pension may affect the amount of the Social Security benefit you receive, Your Medicare banefils,
however, will not be affected. Under the Social Security law, there are two ways your Social Security benefit
amount may be affected.

Windfall Elimination Provision

Under the Windfall Elimination Provision, your Social Security retirement or disability benefit is figured using a
modified formula when you are also entitled to a pension from a job where you did not pay Social Security tax.
As @ result, you will recelve a lower Social Security benefit than if you were not entitied to a pension from this
iob. For example, if you are age 62 in 2013, the maximum monthly reduction in your Social Security benefit as
a result of this provision is $395.50. This amount is updated annually. This provision reduces, but does not
totally eliminate, your Social Security benefit. For additional information, please refer to Sacial Security
Publication, "Windfall Elimination Provision."

Government Pension Offset Provision

Under the Government Penslon Offset Provision, any Social Security spousa or widow(er) benefit to which you
become entitlad will be offset if you also receive a Federal, State or local government pension based on work
where you did not pay Social Security tax. The offset reduces the amount of your Social Security spouse or
widow(er) benefit by two-thirds of the amount of your pension.

For example, if you get a monthly pension of $600 based on earnings that are not covered under Social
Security, two-thirds of that amount, $400, is used to offset your Social Security spouse or widow(er) benefit. If
you are eligible for a $500 widow(er) benefit, you will receive $100 per month from Social Security (3500 -
$400=$100). Even if your pension is high enough to totally offset your spouse or widow(er) Soclal Security
beneflt, you are stiit eligible for Medicare at age 65. For additional information, please refar to Social Security
Publication, “Government Pension Offset.”

For More Information

Soclal Security publications and additional information, inciuding Information about exceptions to each
provision, are available at www sociaisecurity.gov. You may also call toll free 1-800-772-121 3, or for the deaf
or hard of hearing call the TTY number 1-800-325-0778, or contact your local Social Security office.

| certlfy that | have recelved Form SSA-1948 that contains Information about the possible effects of the
Windfail Elimination Provision and the Government Pension Offset Provision on my potentlal future
Socigl Security Benefits.

Signature of Employse bate

Form SSA-1946 (01-2013)
Destroy Prior Editions



o "X .
\( Muskingum\/alley 1st pay will be a check

Mandatory

Payroll Direct Deposit
Authorization Agreement for Automatic Deposits (ACH Credits)

I hereby authorize the Muskingum Valley Educational Service Center (MVESC) to initiate credit
(deposit) entries, and to initiate, if necessary, debit entries and adjustments for any credit entries
made in error, to the accounts indicated below, and the bank’s/credit union’s named below, to
credit and/or debit the same accounts.

New Addition Change to existing
First Account Type: Checking Savings
Bank/Credit Union Name:
City: State: Zip:
Transit/ABA No.: Account No:

Deposit amount: $

(Please attach voided check or deposit ticket.)

Second Account Type: ___ Checking Savings

Bank/Credit Union Name:

City: State: Zip:
Transit/ABA No.: Account No:

Deposit amount: $

(Please attach voided check or deposit ticket.)

Third Account Type: Checking Savings

Bank/Credit Union Name:

City: State: Zip:
Transit/ABA No.: Account No:

Deposit amount: $

(Please attach voided check or deposit ticket.)

This authority is to remain in full force and effect until MVESC has received written notification
from me of its termination. [ agree to notify MVESC of my intent to terminate this agreement

two weeks prior to the requested termination date.

Signature:

Name/Printed;

Email address

Date:

1st pay will be a check



Dave Yost - Auditor of State

Bulletin 2012-003

Auditor of State Bulletin

Date Re-Issued: April 4,2012

TO: All Public Offices

Community Schools
FROM: Dave Yost, Ohio Auditor of State
SUBJECT: House Bill 66 - Fraud Hotline

In 2003, then Auditor of State Betty Montgomery created the Auditor of State’s fraud
hotline. The hotline was established as a way for all Ohioans to report potential fraud
throughout government. Since its inception, not a week passes without the Auditor of
State’s office receiving tips or complaints.

Recently passed legislation House Bill 66 (HB 66) makes several changes to the Auditor of
State’s fraud hotline. The bill requires the Auditor of State to maintain a system for the
reporting of fraud, including misuse of public money by any public official or office. The
system allows all Ohio citizens the opportunity to make anonymous complaints through a

toll-free telephone number, the Auditor of State’s website, or through the United States’
mail.

The Auditor of State is required to keep a log of all complaints filed. The log is a public
record under Section 149.43 of the Revised Code and must contain the following: the date
the complaint was received, a general description of the nature of the complaint, the name
of the public office or agency with regard to which the complaint is directed, and a general
description of the status of the review by the Auditor’s office. Information in the log may be
redacted if Section 149.43 of the Revised Code or another statute provides an applicable
exemption. During the course of Auditor of State investigations, information will be
redacted pursuant to Section 149.43{A){(2)} in order to conduct thorough investigations.

The new legislation also has a direct impact on all public employers. On the bill’s effective
date, May 4, 2012, public offices, including community schools, must make their employees
aware of the fraud-reporting system. Public offices also must provide information about
the fraud reporting system to all new hires. All new employees must confirm that they
received this information within thirty days after beginning employment.



Section 117.103 requires the Auditor of State to confirm that public offices have so notified
new employees. The statute provides two ways to verify compliance. First, public offices
may require new employees to sign forms acknowledging the employees were notified of
the fraud-reporting system, The Auditor of State has created a mode! form, which is
appended to this Bulletin and may be found on the Auditor of State website, Alternatively,
public offices may consider providing the fraud reporting system information in the
employee manual for the public office. The employee should sign and verify the employee’s
receipt of such a manual. This option satisfies the bill's requirements on public employers.

Finally, the legislation also extends the current whistle-blower protections contained in
Section 124.341 of the Revised Code to employees who file a complaint with the new fraud-
reporting system. If a classified or unclassified employee becomes aware of a situation and
reports it to the Auditor of State’s fraud-reporting system, the employee is protected
against certain retaliatory or disciplinary actions. [f retaliatory or disciplinary action is
taken against the employee, the employee has the right to appeal with the State Personnel
Board of Review.

P2

Dave Yost
Ohio Auditor of State



The Ohio Auditor of State’s office maintains a system for the reporting of fraud, including
misuse of public money by any official or office. The system allows all Ohio citizens, including
public employees, the opportunity to make anonymous complaints through a toll free number,
the Auditor of State’s website, or through the United States mail.

Auditor of State’s fraud contact information:
Telephone:  1-866-FRAUD OH (1-866-372-8364)
US Mail: Ohio Auditor of State’s office

Special Investigations Unit

88 East Broad Street

P.O. Box 1140

Columbus, OH 43215

Web: www .ohioauditor.gov



Pursuant to Ghio Revised Code 117.103(B)(1), a public office shall provide information about the
Ohio fraud-reporting system and the means of reporting fraud to each new employee upon
employment with the public office,

Each new employee has thirty days after beginning employment to confirm receipt of this
information.

By signing below you are acknowledging Muskingum Valley ESC

provided you information about the fraud-repaorting system as described by Section 117.103(A) of
the Revised Code, and that you read and understand the information provided. You are also
acknowledging you have received and read the information regarding Section 124.341 of the
Revised Code and the protections you are provided as a classified or unclassified employee if you
use the before-mentioned fraud-reporting system.

I, , have read the information provided by my employer regarding the
fraud-reporting system operated by the Ohio Auditor of State's office. | further state that the
undersigned signature acknowledges receipt of this information.

NAME, TITLE, AND DEPARTMENT

PLEASE SIGN NAME DATE
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THE OHIO ETHICS LAW: CHAPTER 102. OF THE REVISED CODE
Section 102.01 As used in this chapter:

{A) “Compensation” means money, thing of value, or financial benefit. “Compensation” does not
include reimbursement for actual and necessary expenses incurred in the performance of official duties.

(B) “Public official or employee” means any person who is elected or appointed to an office or is an
employee of any public agency. “Public official or employee” does not include a person elected or appointed to
the office of precinct, ward, or district committee member under section 3517.03 of the Revised Code, any
presidential elector, or any delegate to a national convention. “Public official or employee™ does not include a
person who is a teacher, instructor, professor, or other kind of educator whose position does not involve the
performance of, or authority to perform, administrative or supervisory functions.

(C) “Public agency” means the general assembly, all courts, any department, division, institution,
board, commission, authority, bureau or other instrumentality of the state, a county, city, village, or township,
the five state retirement systems, or any other governmental entity. “Public agency” does not include a
department, division, institution, board, commission, authority, or other instrumentality of the state or a county,
municipal corporation, township, or other governmental entity that functions exclusively for cultural,
educational, historical, humanitarian, advisory, or research purposes; that does not expend more than ten
thousand dollars per calendar year, excluding salaries and wages of employees; and whose members are
uncompensated. “Public agency” does not include the nonprofit corporation formed under section 187.01 of the
Revised Code.

(D) “Immediate family” means a spouse residing in the person’s household and any dependent child.

(E)} “Income” includes gross income as defined and used in the “Internal Revenue Code of 1986,” 100
Stat. 2085, 26 U.S.C. 1, as amended, interest and dividends on obligations or securities of any state or of any
political subdivision or authority of any state or political subdivision, and interest or dividends on obiigations of
any authority, commission, or instrumentality of the United States.

(F) Except as otherwise provided in division (A) of section 102.08 of the Revised Code, “appropriate
ethics commission” means:

(1) For matters relating to members of the general assembly, employees of the general assembly,
employees of the legislative service commission, and candidates for the office of member of the general
assembly, and public members appointed to the Ohio constitutional modernization commission under section
103.63 of the Revised Code, the joint legislative ethics committee;

{2) For matters relating to judicial officers and employees, and candidates for judicial office, the board
of commissioners on grievances and discipline of the supreme court;

(3) For matters relating to all other persons, the Ohio ethics commission.

(G) “Anything of value” has the same meaning as provided in section 1.03 of the Revised Code and
includes, but is not limited to, a contribution as defined in section 3517.01 of the Revised Code.

(H) “Honorarium™ means any payment made in consideration for any speech given, article published,
or attendance at any public or private conference, convention, meeting, social event, meal, or similar gathering.
“Honorarium” does not include ceremonial gifts or awards that have insignificant monetary value; unsolicited
gifts of nominal value or trivial items of informational value; or earned income from any person, other than a
legislative agent, for personal services that are customarily provided in connection with the practice of a bona
fide business, if that business initially began before the public official or employee conducting that business was
elected or appointed to the public official’s or employee’s office or position of employment,

(I) “Employer” means any person who, directly or indirectly, engages an executive agency lobbyist or
legislative agent.

(I) “Executive agency decision,” “executive agency lobbyist,” and “executive agency lobbying
activity” have the same meanings as in section 121.60 of the Revised Code.

(K) *“Legislation,” “legislative agent,” “financial transaction,” and “actively advocate™ have the same
meanings as in section 101.70 of the Revised Code.

(L) “Expenditure” has the same meaning as in section 101.70 of the Revised Code when used in
relation to activities of a legislative agent, and the same meaning as in section 121.60 of the Revised Code when
used in relation to activities of an executive agency lobbyist.

LI T



Sec. 102.02.

(A)(1) Except as otherwise provided in division (H) of this section, all of the following shall file with
the appropriate ethics commission the disclosure statement described in this division on a form prescribed by the
appropriate commission: every person who is elected to or is a candidate for a state, county, or city office and
every person who is appointed to fill a vacancy for an unexpired term in such an elective office; all members of
the state board of education; the director, assistant directors, deputy directors, division chiefs, or persons of
equivalent rank of any administrative department of the state; the president or other chief administrative officer
of every state institution of higher education as defined in section 3345.011 of the Revised Code; the executive
director and the members of the capitol square review and advisory board appointed or employed pursuant to
section 105.41 of the Revised Code; all members of the Ohio casino control commission, the executive director
of the commission, all professional employees of the commission, and all technical employees of the
commission who perform an internal audit function; the individuals set forth in division (B)(2) of section 187.03
of the Revised Code; the chief executive officer and the members of the board of each state retirement system;
each employee of a state retirement board who is a state retirement system investment officer licensed pursuant
to section 1707.163 of the Revised Code; the members of the Ohio retirement study council appointed pursuant
to division (C) of section 171.01 of the Revised Code; employees of the Ohio retirement study council, other
than employees who perform purely administrative or clerical functions; the administrator of workers'
compensation and each member of the bureau of workers' compensation board of directors; the bureau of
workers' compensation director of investments; the chief investment officer of the bureau of workers'
compensation; all members of the board of commissioners on grievances and discipline of the supreme court
and the ethics commission created under section 102.05 of the Revised Code; every business manager, treasurer,
or supetintendent of a city, local, exempted village, joint vocational, or cooperative education school district or
an educational service center; every person who is elected to or is a candidate for the office of member of a
board of education of a city, local, exempted village, joint vocational, or cooperative education school district or
of a governing board of an educational service center that has a total student count of twelve thousand or more
as most recently determined by the department of education pursuant appointed to the board of education of a
municipal school district pursuant to division (B) or (F) of section 3311.71 of the Revised Code; all members of
the board of directors of a sanitary district that is established under Chapter 6115. of the Revised Code and
organized wholly for the purpose of providing a water supply for domestic, municipal, and public use, and that
includes two municipal corporations in two counties; every public official or employee who is paid a salary or
wage in accordance with schedule C of section 124.15 or schedule E-2 of section 124.152 of the Revised Code;
members of the board of trustees and the executive director of the southern Ohio agricultural and community
development foundation; all members appointed to the Ohio livestock care standards board under section 904.02
of the Revised Code; all entrepreneurs in residence assigned by the LeanOhio office in the department of
administrative services under section 125.65 of the Revised Code and every other public official or employee
who is designated by the appropriate ethics commission pursuant to division {B) of this section.

(2) The disclosure statement shall include all of the following;:

(a) The name of the person filing the statement and each member of the person's immediate family and
all names under which the person or members of the person’s immediate family do business;

{b)(i) Subject to divisions (A)2)(b)(ii) and (iii) of this section and except as otherwise provided in
section 102.022 of the Revised Code, identification of every source of income, other than income from a
legislative agent identified in division (A} 2)(b)(ii) of this section, received during the preceding calendar year,
in the person's own name or by any other person for the person's use or benefit, by the person filing the
statement, and a brief description of the nature of the services for which the income was received. If the person
filing the statement is a member of the general assembly, the statement shall identify the amount of every source
of income received in accordance with the following ranges of amounts: zero or more, but less than one
thousand dollars; one thousand dollars or more, but less than ten thousand dollars; ten thousand dollars or more,
but less than twenty-five thousand dollars; twenty-five thousand dollars or more, but less than fifty thousand
dollars; fifty thousand dollars or more, but less than one hundred thousand dollars; and one hundred thousand
dollars or more. Division (AY2)(b)i) of this section shall not be construed to require a person filing the
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statement who derives income from a business or profession to disclose the individual items of income that
constitute the gross income of that business or profession, except for those individual items of income that are
attributable to the person's or, if the income is shared with the person, the partner's, solicitation of services or
goods or performance, arrangement, or facilitation of services or provision of goods on behalf of the business or
profession of clients, including corporate clients, who are legislative agents. A person who files the statement
under this section shall disclose the identity of and the amount of income received from a person who the public
official or employee knows or has reason to know is doing or seeking to do business of any kind with the public
official's or employee's agency.

(ii) If the person filing the statement is a member of the general assembly, the statement shall identify
every source of income and the amount of that income that was received from a legislative agent during the
preceding calendar year, in the person's own name or by any other person for the person's use or benefit, by the
person filing the statement, and a brief description of the nature of the services for which the income was
received. Division {A)(2)(b)(ii) of this section requires the disclosure of clients of attorneys or persons licensed
under section 4732.12 of the Revised Code, or patients of persons licensed under section 4731.14 of the Revised
Code, if those clients or patients are legislative agents, Division (A)(2)(b)(ii) of this section requires a person
filing the statement who derives income from a business or profession 1o disclose those individual items of
income that constitute the gross income of that business or profession that are received from legislative agents.

(iii) Except as otherwise provided in division (A)(2)(b)(iii) of this section, division (A)(2)(b)(i) of this
section applies to attorneys, physicians, and other persons who engage in the practice of a profession and who,
pursuant to a section of the Revised Code, the common law of this state, a code of ethics applicable to the
profession, or otherwise, generally are required not to reveal, disclose, or use confidences of clients, patients, or
other recipients of professional services except under specified circumstances or generally are required to
maintain those types of confidences as privileged communications except under specified circumstances.
Division {A)(2)(b)(i) of this section does not
require an attorney, physician, or other professional subject to a confidentiality requirement as described in
division (A} 2){b)(iii) of this section to disclose the name, other identity, or address of a client, patient, or other
recipient of professional services if the disclosure would threaten the client, patient, or other recipient of
professional services, would reveal details of the subject matter for which legal, medical, or professional advice
or other services were sought, or would reveal an otherwise privileged communication involving the client,
patient, or other recipient of professional services,

(c) The name of every corporation on file with the secretary of state that is incorporated in this state or
holds a certificate of compliance authorizing it to do business in this state, trust, business trust, partnership, or
association that transacts business in this state in which the person filing the statement or any other person for
the person's use and benefit had during the preceding calendar year an investment of over one thousand dollars
at fair market value as of the thirty-first day of December of the preceding calendar year, or the date of
disposition, whichever is earlier, or in which the person holds any office or has a fiduciary relationship, and a
description of the nature of the investment, office, or relationship. Division (A)(2)c) of this section does not
require disclosure of the name of any bank, savings and loan association, credit union, or building and loan
association with which the person filing the statement has a deposit or a withdrawable share account.

{d) All fee simple and leasehold interests to which the person filing the statement holds legal title to or a
beneficial interest in real property located within the state, excluding the person's residence and property used
primarily for personal recreation;

(e) The names of all persons residing or transacting business in the state to whom the person filing the
statement owes, in the person's own name or in the name of any other person, more than one thousand dollars.
Division (A)2)e) of this section shall not be construed to require the disclosure of debts owed by the person
resulting from the ordinary conduct of a business or profession or debts on the person's residence or real
property used primarily for personal recreation, except that the superintendent of financial institutions shall
disclose the names of all state-chartered savings and loan associations and of all service corporations subject to
regulation under division (E)(2) of section 1151.34 of the Revised Code to whom the superintendent in the
superintendent's own name or in the name of any other person owes any money, and that the superintendent and
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any deputy superintendent of banks shall disclose the names of all state-chartered banks and all bank subsidiary
corporations subject to regulation under section Am. 1109.44 of the Revised Code to whom the superintendent
or deputy superintendent owes any money.

(f) The names of all persons residing or transacting business in the state, other than a depository
excluded under division (AX2)(¢) of this section, who owe more than one thousand dollars to the person filing
the statement, either in the person's own name or to any person for the person's use or benefit. Division (A)(2)(f)
of this section shall not be construed to require the disclosure of clients of attorneys or persons licensed under
section 4732.12 of the Revised Code, or patients of persons licensed under section 4731.14 of the Revised Code,
nor the disclosure of debts owed to the person resulting from the ordinary conduct of a business or profession.

(g) Except as otherwise provided in section 102.022 of the Revised Code, the source of each gift of over
seventy-five dollars, or of each gift of over twenty-five dollars received by a member of the general assembly
from a legislative agent, received by the person in the person's own name or by any other person for the person's
use or benefit during the preceding calendar year, except gifts received by will or by virtue of section 2105.06 of
the Revised Code, or received from spouses, parents, grandparents, children, grandchildren, siblings, nephews,
nieces, uncles, aunts, brothers-in-law, sisters-in-law, sons-in-law, daughters-in-law, fathers-in-law, mothers-in-
law, or any person to whom the person filing the statement stands in loco parentis, or received by way of
distribution from any inter vivos or testamentary trust established by a spouse or by an ancestor;

(h) Except as otherwise provided in section 102.022 of the Revised Code, identification of the source
and amount of every payment of expenses incurred for travel to destinations inside or outside this state that is
received by the person in the person's own name or by any other person for the person's use or benefit and that is
incurred in connection with the person's official duties, except for expenses for travel to meetings or conventions
of a national or state organization to which any state agency, including, but not limited to, any legislative agency
or state institution of higher education as defined in section 3345.011 of the Revised Code, pays membership
dues, or any political subdivision or any office or agency of a political subdivision pays membership dues;

(i) Except as otherwise provided in section 102.022 of the Revised Code, identification of the source of
payment of expenses for meals and other food and beverages, other than for meals and other food and beverages
provided at a meeting at which the person participated in a panel, seminar, or speaking engagement or at a
meeting or convention of a naticnal or state organization to which any state agency, including, but not limited
1o, any legislative agency or state institution of higher education as defined in section 3345.011 of the Revised
Code, pays membership dues, or any political subdivision or any office or agency of a political subdivision pays
membership dues, that are incurred in connection with the person's official duties and that exceed one hundred
dollars aggregated per calendar year; (j) If the disclosure statement is filed by a public official or employee
described in division (B)(2) of section 101.73 of the Revised Code or division (B)(2) of section 121.63 of the
Revised Code who receives a statement from a legislative agent, executive agency lobbyist, or employer that
contains the information described in division (F)(2) of section 101.73 of the Revised Code or division (G){(2) of
section 121.63 of the Revised Code, all of the nondisputed information contained in the statement delivered to
that public official or employee by the legislative agent, executive agency lobbyist, or employer under division
(F)(2) of section 101.73 or (G){2) of section 121.63 of the Revised Code.

(3) A person may file a statement required by this section in person, by mail, or by electronic means.

{4) A person who is required to file a statement under this section shall file that statement according to
the following deadlines, as applicable:

(a) Except as otherwise provided in divisions (A)(4)(1), (c), and (d) of this section, the person shall file
the statement not later than the fifteenth day of May of each year.

(b) A person who is a candidate for elective office shall file the statement no later than the thirtieth day
before the primary, special, or general election at which the candidacy is to be voted on, whichever election
occurs soonest, except that a person who is a write-in candidate shall file the statement no later than the
twentieth day before the earliest election at which the person's candidacy is to be voted on.

(c) A person who is appointed to fill a vacancy for an unexpired term in an elective office shall file the
statement within fifteen days after the person qualifies for office.



(d) A person who is appointed or employed after the fifteenth day of May, other than a person described
in division (A)(4)(c) of this section, shall file an annual statement within ninety days after appointment or
employment.

(5) No person shall be required to file with the appropriate ethics commission more than one statement
or pay more than one filing fee for any one calendar year.

(6) The appropriate ethics commission, for good cause, may extend for a reasonable time the deadline
for filing a statement under this section.

(7) A statement filed under this section is subject to public inspection at locations designated by the
appropriate ethics commission except as otherwise provided in this section.

(B) The Ohio ethics commission, the joint legislative ethics committee, and the board of commissioners
on grievances and discipline of the supreme court, using the rule-making procedures of Chapter 119. of the
Revised Code, may require any class of public officials or employees under its jurisdiction and not specifically
excluded by this section whose positions involve a substantial and material exercise of administrative discretion
in the formulation of public policy, expenditure of public funds, enforcement of laws and rules of the state or a
county or city, or the execution of other public trusts, to file an annual statement under division (A) of this
section. The appropriate ethics commission shall send the public officials or employees written notice of the
requirement not less than thirty days before the applicable filing deadline unless the public official or employee
is appointed after that date, in which case the notice shall be sent within thirty days after appointment, and the
filing shall be made not later than ninety days after appointment. Disclosure statements filed under this division
with the Ohio ethics commission by members of boards, commissions, or bureaus of the state for which no
compensation is received other than reasonable and necessary expenses shall be kept confidential. Disclosure
statements filed with the Ohio ethics commission under division (A) of this section by business managers,
treasurers, and superintendents of city, local, exempted village, joint vocational, or cooperative education school
districts or educational service centers shall be kept confidential, except that any person conducting an audit of
any such school district or educational service center pursuant to section 115.56 or Chapter 117. of the Revised
Code may examine the disclosure statement of any business manager, treasurer, or superintendent of that school
district or educational service center. Disclosure statements filed with the Ohio ethics commission under
division (A) of this section by the individuals set forth in division (B)(2) of section 187.03 of the Revised Code
shall be kept confidential. The Ohio ethics commission shall examine each disclosure statement required to be
kept confidential to determine whether a potential conflict of interest exists for the person who filed the
disclosure statement. A potential conflict of interest exists if the private interests of the person, as indicated by
the person's disclosure statement, might interfere with the public interests the person is required to serve in the
exercise of the person’s authority and duties in the person's office or position of employment. If the commission
determines that a potential conflict of interest exists, it shall notify the person who filed the disclosure statement
and shall make the portions of the disclosure statement that indicate a potential conflict of interest subject to
public inspection in the same manner as is provided for other disclosure statements. Any portion of the
disclosure statement that the commission determines does not indicate a potential conflict of interest shall be
kept confidential by the commission and shall not be made subject to public inspection, except as is necessary
for the enforcement of Chapters 102. and 2921. of the Revised Code and except as otherwise provided in this
division,

(C) No person shall knowingly fail to file, on or before the applicable filing deadline established under
this section, a statement that is required by this section,

(D) No person shall knowingly file a false statement that is required to be filed under this section. (E}1)

Except as provided in divisions (E)(2) and (3) of this section, the statement required by division (A) or

(B) of this section shall be accompanied by a filing fee of sixty dollars.

(2) The statement required by division (A) of this section shall be accompanied by the following filing

fee to be paid by the person who is elected or appointed to, or is a candidate for, any of the following

offices:
For state office, except member of the state board of education $95
For office of member of general assembly $40
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For county office $60

For city office $35

For office of member of the state board of education $35

For office of member of a city, local, exempted village,

or cooperative education board of education or educational

service center governing board $30

For position of business manager, treasurer, or superintendent

of a city, local, exempted village, joint vocational, or cooperative

education school district or educational service center $30
(3) No judge of a court of record or candidate for judge of a court of record, and no referee or magistrate
serving a court of record, shall be required to pay the fee required under division (E)(1) or (2) or (F) of
this section.
(4) For any public official who is appointed to a nonelective office of the state and for any employee
who holds a nonelective position in a public agency of the state, the state agency that is the primary
employer of the state official or employee shall pay the fee required under division (E)(1) or (F) of this
section.
(F) If a statement required to be filed under this section is not filed by the date on which it is required to
be filed, the appropriate ethics commission shall assess the person required to file the statement a late
filing fee of ten dollars for each day the statement is not filed, except that the total amount of the late
filing fee shall not exceed two hundred fifty dollars.
(G)(1) The appropriate ethics commission other than the Ohio ethics commission and the joint
legislative ethics committee shall deposit all fees it receives under divisions (E) and (F) of this section
into the general revenue fund of the state.
(2) The Ohio ethics commission shall deposit all receipts, including, but not limited to, fees it receives
under divisions (E) and (F) of this section, investigative or other fees, costs, or other funds it receives as
a result of court orders, and all moneys it receives from settlements under division (G) of section 102.06
of the Revised Code, into the Ohio ethics commission fund, which is hereby created in the state
treasury. All moneys credited to the fund shall be used solely for expenses related to the operation and
statutory functions of the commission.
(3) The joint legislative ethics committee shall deposit all receipts it receives from the payment of
financial disclosure statement filing fees under divisions (E) and (F) of this section into the joint
legislative ethics committee investigative and financial disclosure fund.
(H) Division (A) of this section does not apply to a person elected or appointed to the office of precinct,
ward, or district committee member under Chapter 3517. of the Revised Code; a presidential elector; a
delegate to a national convention; village or township officials and employees; any physician or
psychiatrist who is paid a salary or wage in accordance with schedule C of section 124.15 or schedule
E-2 of section 124.152 of the Revised Code and whose primary duties do not require the exercise of
administrative discretion; or any member of a board, commission, or bureau of any county or city who
receives less than one thousand dollars per year for serving in that position.

Sec. 102.021

(AX1) For the twenty-four month period immediately following the end of the former state elected

officer's or staff member's service or public employment, except as provided in division (B) or (D} of this
section, each former state elected officer or staff member who filed or was required to file a disclosure statement
under section 102.02 of the Revised Code shall file, on or before the deadlines specified in division (D} of this
section, with the joint legislative ethics committee a statement that shall include the information described in
divisions (A)(2), (3), (4), and (5) of this section, as applicable. The statement shall be filed on a form and in the
manner specified by the joint legislative ethics committee. This division does not apply to a state elected officer
or staff member who filed or was required to file a disclosure statement under section 102.02 of the Revised
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Code, who leaves service or public employment, and who takes another position as a state elected officer or staff
member who files or is required to file a disclosure statement under that section.

No person shall fail to file, on or before the deadlines specified in division (D) of this section, a
statement that is required by this division.

(2) The statement referred to in division (A)}1) of this section shall describe the source of all income
received, in the former state elected officer's or staff member's own name or by any other person for the person's
use or benefit, and briefly describe the nature of the services for which the income was received if the source of
the income was any of the following:

(a) An executive agency lobbyist or a legislative agent;

(b) The employer of an executive agency lobbyist or legislative agent, except that this division does not
apply if the employer is any state agency or political subdivision of the state;

(c) Any entity, association, or business that, at any time during the two immediately preceding calendar
years, was awarded one or more contracts by one or more state agencies that in the aggregate had a value of one
hundred thousand dollars or more, or bid on one or more contracts to be awarded by one or more state agencies
that in the aggregate had a value of one hundred thousand dollars or more.

(3} If the former state elected officer or staff member received no income as described in division (AX2)
of this section, the statement referred to in division (A)1) of this section shall indicate that fact.

(4) If the former state elected officer or staff member directly or indirectly made, either separately or in
combination with another, any expenditure or gift for transportation, lodging, or food or beverages to, at the
request of, for the benefit of, or on behalf of any pubiic officer or employee, and if the former state elected
officer or staff member would be required to report the expenditure or gift in a statement under sections 101.70
to 101.79 or sections 121.60 to 121.69 of the Revised Code, whichever is applicable, if the former state elected
officer or staff member was a legislative agent or executive agency lobbyist at the time the expenditure or gift
was made, the statement referred to in division (A)(1) of this section shall include all information relative to that
gift or expenditure that would be required in a statement under sections 101.70 to 101.79 or sections 121.60 to
121.69 of the Revised Code if the former state elected officer or staff member was a legislative agent or
executive agency lobbyist at the time the expenditure or gift was made.

(5) If the former state elected officer or staff member made no expenditure or gift as described in
division {A)(4) of this section, the statement referred to in division (A)(1) of this section shall indicate that fact.

(B) If, at any time during the twenty-four month period immediately following the end of the former
state elected officer's or staff member's service or public employment, a former state elected officer or staff
member who filed or was required to file a disclosure statement under section 102.02 of the Revised Code
becomes a legislative agent or an executive agency lobbyist, the former state elected officer or staff member
shall comply with atl registration and filing requirements set forth in sections 101.70 to 101.79 or sections
121.60 to 121.69 of the Revised Code, whichever is applicable, and, the former state elected officer or staff
member also shall file a statement under division (A)(1) of this section except that the statement filed under
division (A)(1) of this section does not need to include information regarding any income source, expenditure,
or gift to the extent that that information was included in any registration or statement filed under sections
101.70 to 101.79 or sections 121.60 to 121.69 of the Revised Code.

(C) Except as otherwise provided in this division, division (A)(2) of this section applies to attorneys,
physicians, and other persons who engage in the practice of a profession and who, pursuant to a section of the
Revised Code, the common law of this state, a code of ethics applicable to the profession, or otherwise,
generally are required not to reveal, disclose, or use confidences of clients, patients, or other recipients of
professional services except under specified circumstances or generally are required to maintain those types of
confidences as privileged communications except under specified circumstances. Division (A}2) of this section
does not require an attorney, physician, or other professional subject to a confidentiality requirement as
described in this division to disclose the name, other identity, or address of a client, patient, or other recipient of
professional services if the disclosure would threaten the client, patient, or other recipient of professional
services, would reveal details of the subject matter for which legal, medical, or professional advice or other
services were sought, or would reveal an otherwise privileged communication involving the client, patient, or
other recipient of professional services. Division (A)(2) of this section does not require an attorney, physician,
or other professional subject to a confidentiality requirement as described in this division to disclose in the brief
description of the nature of services required by division (A)(2) of this section any information pertaining to
specific professional services rendered for a client, patient, or other recipient of professional services that would
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reveal details of the subject matter for which legal, medical, or professional advice was sought or would reveal
an otherwise privileged communication involving the client, patient, or other recipient of professional services.

(D)(1) Each state elected officer or staff member who filed or was required to file a disclosure
statement under section 102.02 of the Revised Code and who leaves public service or public employment shall
file an initial statement under division (A)(1) of this section not later than the day on which the former state
elected officer or staff member leaves public service or public employment. The initial statement shall specify
whether the person will, or will not, receive any income from a source described in division (A)(2)(a)}, (b), or (c)
of this section.

If a person files an initial statement under this division that states that the person will receive income
from a source described in division (A)(2)(a), (b), or (c) of this section, the person is required to file statements
under division (A)(2), (3), (4), or (5) of this section at the times specified in division (D){2) of this section.

If a person files an initial statement under this division that states that the person will not receive income
from a source described in division (AX2)a), (b), or (¢} of this section, except as otherwise provided in this
division, the person is not required to file statements under division (A)(2), {4), or (5} of this section or to file
subsequent statements under division (A)(3) of this section. If a person files an initial statement under this
division that states that the person will not receive income from a source described in division (A)(2)(a}), (b), or
(c) of this section, and, subsequent to the filing of that initial statement, the person receives any income from a
source described in division (A}2)(a), (b), or (c) of this section, the person within ten days shall file a statement
under division (A)(2) of this section that contains the information described in that division, and the person
thereafter shall file statements under division (A}2), (3), (4), or (5) of this section at the times specified in
division (D)(2) of this section.

(2) After the filing of the initial statement under division (D)(1) of this section, each person required to
file a statement under division (A)(2), (3), (4), or {5) of this section shall file it on or before the last calendar day
of January, May, and September. The statements described in divisions (A)(2), (3), and (5) of this section shall
relate to the sources of income the person received in the immediately preceding filing period from ¢ach source
of income in each of the categories listed in division (A)(2) of this section. The statement described in division
(A)(4) of this section shall include any information required to be reported regarding expenditures and gifts of
the type described in division (A){4) of this section occurring since the filing of the immediately preceding
statement.

If, pursuant to this division, a person files a statement under division (A)(2) of this section, the person is
required to file statements under division (A)(4) of this section, and subsequent statements under division
(A)(2), (3), or (5) of this section, at the times specified in this division. In addition, if, subsequent to the filing of
the statement under division (A)(2) of this section, the person receives any income from a source described in
division (A)(2)(a), (b), or (c) of this section that was not listed on the statement filed under division (AX2) of
this section, the person within ten days shall file a statement under division (A)(2) of this section that contains
the information described in that division regarding the new income source.

If, pursuant to this division, a person files a statement under division (A)}(3) of this section, except as
otherwise provided in this division, the person thereafter is not required to file statements under division (A)(2),
(4), or (5) of this section, or to file subsequent statements under division (A)(3) of this section. If, subsequent to
the filing of the statement under division (A)}3) of this section, the person receives any income from a source
described in division (A)(2){a), (b), or (¢) of this section, the person within ten days shall file a statement under
division (A)(2) of this section that contains the information described in that division regarding the new income
source, and the person thereafter shall file statements under division (A)}4) of this section, and subsequent
statements under division (A)(2) or (3) of this section, af the times specified in this division.

(3) No fee shall be required for filing an initial statement under division (D)(1) of this section. The
person filing a statement under division (D)(2) of this section that is required to be filed on or before the last
calendar day of January, May, and September shall pay a ten dollar filing fee with each such statement not to
exceed thirty dollars in any calendar year. The joint legislative ethics committee may charge late fees in the
same manner as specified in division (G) of section 101.72 of the Revised Code.

(E) Any state elected officer or staff member who filed or was required to file a disclosure statement
under section 102.02 of the Revised Code and who leaves public service or public employment shall provide a
forwarding address to the officer’s or staff member's last employer, and the employer shall provide the person's
name and address to the joint legislative ethics committee. The former elected state officer or staff member shall
provide updated forwarding addresses as necessary to the joint legislative ethics committee during the twenty-
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four month period during which division (A)(1) of this section applies. The public agency or appointing
authority that was the last employer of a person required to file a statement under division (A)(2) of this section
shall furnish to the person a copy of the form needed to complete the initial statement required under division
(D)(1) of this section.

(F) During the twenty-four month period immediately following the end of the former state elected
officer's or staff member's service or public employment, no person required to file a statement under this
section shall receive from a source described in division (A){2)(a), (b), or (c) of this section, and no source
described in division (A)(2)(a), (b), or (c) of this section shall pay to that person, any compensation that is
contingent in any way upon the introduction, modification, passage, or defeat of any legislation or the cutcome
of any executive agency decision.

(G) As used in this section "state elected officer or staff member” means any elected officer of this
state, any staff, as defined in section 101.70 of the Revised Code, or any staff, as defined in section 121.60 of
the Revised Code.

Sec. 102.022

Each person who is an officer or employee of a political subdivision, who receives compensation of less
than sixteen thousand dollars a year for holding an office or position of employment with that political
subdivision, and who is required to file a statement under section 102.02 of the Revised Code; each member of
the board of trustees of a state institution of higher education as defined in section 3345.011 of the Revised Code
who is required to file a statement under section 102.02 of the Revised Code; and each individual set forth in
division (B)(2) of section 187.03 of the Revised Code who is required to file a statement under section 102.02 of
the Revised Code, shall include in that statement, in place of the information required by divisions (A)2), (7),
(8), and (9) of that section, the following information:

(A) Exclusive of reasonable expenses, identification of every source of income over five hundred
dollars received during the preceding calendar year, in the officer’s or employee’s own name or by any other
person for the officer’s or employee’s use or benefit, by the person filing the statement, and a brief description
of the nature of the services for which the income was received. This division shall not be construed to require
the disclosure of clients of attorneys or persons licensed under section 4732.12 or 4732.15 of the Revised Code
or patients of persons certified under section 4731.14 of the Revised Code. This division shall not be construed
to require a person filing the statement who derives income from a business or profession to disclose the
individual items of income that constitute the gross income of the business or profession.

(B) The source of each gift of over five hundred dollars received by the person in the officer’s or
employee’s own name or by any other person for the officer’s or employee’s use or benefit during the preceding
calendar year, except gifts received by will or by virtue of section 2105.06 of the Revised Code, received from
parents, grandparents, children, grandchildren, siblings, nephews, nieces, uncles, aunts, brothers-in-law, sisters-
in-law, sons-in-law, daughters-in-law, fathers-in-law, mothers-in-law, or any person to whom the person filing
the statement stands in loco parentis, or received by way of distribution from any inter vivos or testamentary
trust established by a spouse or by an ancestor.

Section 102.03

(AX(1) No present or former public official or employee shall, during public employment or service or
for twelve months thereafter, represent a client or act in a representative capacity for any person on any matter in
which the public official or employee personally participated as a public official or employee through decision,
approval, disapproval, recommendation, the rendering of advice, investigation, or other substantial exercise of
administrative discretion.

(2) For twenty-four months after the conclusion of service, no former commissicner or attorney
examiner of the public utilities commission shall represent a public utility, as defined in section 4905.02 of the
Revised Code, or act in a representative capacity on behalf of such a utility before any state board, commission,
or agency.

(3} For twenty-four months after the conclusion of employment or service, no former public official or
employee who personally participated as a public official or employee through decision, approval, disapproval,
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recommendation, the rendering of advice, the development or adoption of solid waste management plans,
investigation, inspection, or other substantial exercise of administrative discretion under Chapter 343. or 3734,
of the Revised Code shall represent a person who is the owner or operator of a facility, as defined in section
3734.01 of the Revised Code, or who is an applicant for a permit or license for a facility under that chapter, on
any matter in which the public official or employee personally participated as a public official or employee.

(4) For a period of one year after the conclusion of employment or service as a member or employee of
the general assembly, no former member or employee of the general assembly shall represent, or act in a
representative capacity for, any person on any matter before the general assembly, any committee of the general
assembly, or the controlling board. Division {A)(4) of this section does not apply to or affect a person who
separates from service with the general assembly on or before December 31, 1995, As used in division (A)}4)
of this section “person” does not include any state agency or political subdivision of the state.

(5) As used in divisions (A)(1), (2), and (3) of this section, “matter” includes any case, proceeding,
application, determination, issue, or question, but does not include the proposal, consideration, or enactment of
statutes, rules, ordinances, resolutions, or charter or constitutional amendments. As used in division (A)(4) of
this section, “matter” includes the proposal, consideration, or enactment of statutes, resolutions, or constitutional
amendments. As used in division (A) of this section, “represent” includes any formal or informal appearance
before, or any written or oral communication with, any public agency on behalf of any person.

(6) Nothing contained in division (A) of this section shall prohibit, during such period, a former public
official or employee from being retained or employed io represent, assist, or act in a representative capacity for
the public agency by which the public official or employee was employed or on which the public official or
employee served.

(7) Division (A} of this section shall not be construed to prohibit the performance of ministerial
functions, including, but not limited to, the filing or amendment of tax returns, applications for permits and
licenses, incorporation papers, and other similar documents.

(8) Division (A) of this section does not prohibit a nonelected public official or employee of a state
agency, as defined in section 1.60 of the Revised Code, from becoming a public official or employee of another
state agency. Division (A) of this section does not prohibit such an official or employee from representing or
acting in a representative capacity for the official's or employee's new state agency on any matter in which the
public official or employee personally participated as a public official or employee at the official's or employee's
former state agency. However, no public official or employee of a state agency shall, during public employment
or for twelve months thereafter, represent or act in a representative capacity for the official's or employee's new
state agency on any audit or investigation pertaining to the official's or employee's new state agency in which
the public official or employee personally participated at the official's or employee's former state agency through
decision, approval, disapproval, recommendation, the rendering of advice, investigation, or other substantial
exercise of administrative discretion.

(9) Division (A) of this section does not prohibit a nonelected public official or employee of a political
subdivision from becoming a public official or employee of a different department, division, agency, office, or
unit of the same political subdivision. Division (A) of this section does not prohibit such an official or employee
from representing or acting in a representative capacity for the official's or employee's new department, division,
agency, office, or unit on any matter in which the public official or employee personally participated as a public
official or employee at the official's or employee's former department, division, agency, office, or unit of the
same political subdivision. As used in this division, "political subdivision" means a county, township, municipal
corporation, or any other body corporate and politic that is responsible for government activities in a geographic
area smaller than that of the state.

(10YNo present or former Ohio casino control commission official shall, during public service or for two
years thereafter, represent a client, be employed or compensated by a person regulated by the commission, or act
in a representative capacity for any person on any matter before or concerning the commission.

No present or former commission employee shall, during public employment or for two years thereafter,
represent a client or act in a representative capacity on any matter in which the employee personally participated
as a commission employee through decision, approval, disapproval, recommendation, the rendering of advice,
investigation, or other substantial exercise of administrative discretion.

(B) No present or former public official or employee shall disclose or use, without appropriate
authorization, any information acquired by the public official or employee in the course of the public official’s
or employee’s official duties that is confidential because of statutory provisions, or that has been clearly
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designated to the public official or employee as confidential when that confidential designation is warranted
because of the status of the proceedings or the circumstances under which the information was received and
preserving its confidentiality is necessary to the proper conduct of government business.

(C) No public official or employee shall participate within the scope of duties as a public official or
employee, except through ministerial functions as defined in division (A) of this section, in any license or rate-
making proceeding that directly affects the license or rates of any person, partnership, trust, business trust,
corporation, or association in which the public official or employee or immediate family owns or controls more
than five per cent. No public official or employee shall participate within the scope of duties as a public official
or employee, except through ministerial functions as defined in division (A) of this section, in any license or
rate-making proceeding that directly affects the license or rates of any person to whom the public official or
employee or immediate family, or a partnership, trust, business trust, corporation, or association of which the
public official or employee or the public official’s or employee’s immediate family owns or controls more than
five per cent, has sold goods or services totaling more than one thousand dollars during the preceding year,
unless the public official or employee has filed a written statement acknowledging that sale with the clerk or
secretary of the public agency and the statement is entered in any public record of the agency’s proceedings.
This division shall not be construed to require the disclosure of ¢lients of attorneys or persons licensed under
section 4732.12 or 4732.15 of the Revised Code, or patients of persons licensed under section 4731.14 of the
Revised Code.

(D) No public official or employee shall use or authorize the use of the authority or influence of office
or employment to secure anything of value or the promise or offer of anything of value that is of such a
character as to manifest a substantial and improper influence upon the public official or employee with respect
to that person’s duties.

(E) No public official or employee shall solicit or accept anything of value that is of such a character as
to manifest a substantial and improper influence upon the public official or employee with respect to that
person’s duties.

(F) No person shall promise or give to a public official or employee anything of value that is of such a
character as to manifest a substantial and improper influence upon the public official or employee with respect
to that person’s duties.

(G) In the absence of bribery or another offense under the Revised Code or a purpose to defraud,
contributions made to a campaign committee, political party, legislative campaign fund, political action
committee, or political contributing entity on behalf of an elected public officer or other public official or
employee who seeks elective office shall be considered to accrue ordinarily to the public official or employee
for the purposes of divisions (D), (E), and (F) of this section.

As used in this division, “contributions,” “campaign committee,” “political party,” “legislative
campaign fund,” “political action committee,” and “political contributing entity” have the same meanings as in
section 3517.01 of the Revised Code.

(H)(1) No public official or employee, except for the president or other chief administrative officer of
or a member of a board of trustees of a state institution of higher education as defined in section 3345.011 of the
Revised Code, who is required to file a financial disclosure statement under section 102.02 of the Revised Code
shall solicit or accept, and no person shall give to that public official or employee, an honorarium. Except as
provided in division (H)(2) of this section, this division and divisions (D), (E), and (F) of this section do not
prohibit a public official or employee who is required to file a financial disclosure statement under section
102.02 of the Revised Code from accepting and do not prohibit a person from giving to that public official or
employee the payment of actual travel expenses, including any expenses incurred in connection with the travel
for lodging, and meals, food, and beverages provided to the public official or employee at a meeting at which
the public official or employee participates in a panel, seminar, or speaking engagement or provided to the
public official or employee at a meeting or convention of a national organization to which any state agency,
including, but not limited to, any state legislative agency or state institution of higher education as defined in
section 3345.011 of the Revised Code, pays membership dues. Except as provided in division (H)(2) of this
section, this division and divisions (D}, (E), and (F) of this section do not prohibit a public official or employee
who is not required to file a financial disclosure statement under section 102.02 of the Revised Code from
accepting and do not prohibit a person from promising or giving to that public official or employee an
honorarium or the payment of travel, meal, and lodging expenses if the honorarium, expenses, or both were paid
in recognition of demonstrable business, professional, or esthetic interests of the public official or employee that
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exist apart from public office or employment, including, but not limited to, such a demonstrable interest in
public speaking and were not paid by any person or other entity, or by any representative or association of those
persons or entities, that is regulated by, doing business with, or seeking to do business with the department,
division, institution, board, commission, authority, bureau, or other instrumentality of the governmental entity
with which the public official or employee serves.

(2) No person who is a member of the board of a state retirement system, a state retirement system
investment officer, or an employee of a state retirement system whose position involves substantial and material
exercise of discretion in the investment of retirement system funds shall solicit or accept, and no persen shall
give to that board member, officer, or employee, payment of actual travel expenses, including expenses incurred
with the travel for lodging, meals, food, and beverages.

(I) A public official or employee may accept travel, meals, and lodging or expenses or reimbursement
of expenses for travel, meals, and lodging in connection with conferences, seminars, and similar events related
to official duties if the travel, meals, and lodging, expenses, or reimbursement is not of such a character as to
manifest a substantial and improper influence upon the public official or employee with respect to that person’s
duties. The house of representatives and senate, in their code of ethics, and the Ohio ethics commission, under
section 111.15 of the Revised Code, may adopt rules setting standards and conditions for the furnishing and
acceptance of such travel, meals, and lodging, expenses, or reimbursement.

A person who acts in compliance with this division and any applicable rules adopted under it, or any
applicable, similar rules adopted by the supreme court governing judicial officers and employees, does not
violate division (D), (E), or (F) of this section. This division does not preclude any person from seeking an
advisory opinion from the appropriate ethics commission under section 102.08 of the Revised Code.

(I} For purposes of divisions (D), (E), and (F) of this section, the membership of a public official or
employee in an organization shall not be considered, in and of itself, to be of such a character as to manifest a
substantial and improper influence on the public official or employee with respect to that person’s duties. As
used in this division, “organization” means a church or a religious, benevolent, fraternal, or professional
organization that is tax exempt under subsection 501{a) and described in subsection 5¢1(c} (3), (4), (8), (10), or
(19) of the “Internal Revenue Code of 1986.” This division does not apply to a public official or employee who
is an employee of an organization, serves as a trustee, director, or officer of an organization, or otherwise holds
a fiduciary relationship with an organization. This division dogs not allow a public official or employee who is
a member of an organization to participate, formally or informally, in deliberations, discussions, or voting on a
matter or to use the public official’s or employee’s official position with regard to the interests of the
organization on the matter if the public official or employee has assumed a particular responsibility in the
organization with respect to the matter or if the matter would affect that person’s personal, pecuniary interests.

(K) It is not a violation of this section for a prosecuting attorney to appoint assistants and employees in
accordance with division (B) of section 309.06 and section 2921.421 of the Revised Code, for a chief legal
officer of a municipal corporation or an official designated as prosecutor in a municipal corporation to appoint
assistants and employees in accordance with sections 733.621 and 2921.421 of the Revised Code, for a township
law director appointed under section 504.15 of the Revised Code to appoint assistants and employees in
accordance with sections 504.151 and 2921.421 of the Revised Code, or for a coroner to appoint assistants and
employees in accordance with division (B) of section 313.05 of the Revised Code.

As used in this division, “chief legal officer” has the same meaning as in section 733.621 of the Revised
Code.

(L) No present public official or employee with a casino gaming regulatory function shall indirectly
invest, by way of an entity the public official or employee has an ownership interest or control in, or directly
invest in a casino operator, management company, holding company, casino facility, or gaming-related vendor.
No present public official or employee with a casino gaming regulatory function shall directly or indirectly have
a financial interest in, have an ownership interest in, be the creditor or hold a debt instrument issued by, or have
an interest in a contractual or service relationship with a casino operator, management company, holding
company, casino facility, or gaming-related vendor. This section does not prohibit or limit permitted passive
investing by the public official or employee.

As used in this division, "passive investing" means investment by the public official or employee by
means of a mutual fund in which the public official or employee has no control of the investments or investment
decisions. "Casino operator,” "holding company,” "management company," "casino facility," and "gaming-
related vendor” have the same meanings as in section 3772.01 of the Revised Code.
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(M) A member of the Ohio casino control commission, the executive director of the commission, or an
employee of the commission shall not:

(1) Accept anything of value, including but not limited to a gift, gratuity, emolument, or employment
from a casino operator, management company, or other person subject to the jurisdiction of the commission, or
from an officer, attorney, agent, or employee of a casino operator, management company, or other person
subject to the jurisdiction of the commission;

(2) Solicit, suggest, request, or recommend, directly or indirectly, to a casino operator, management
company, or other person subject to the jurisdiction of the commission, or to an officer, attorney, agent, or
employee of a casino operator, management company, or other person subject to the jurisdiction of the
commission, the appointment of a person to an office, place, position, or employment;

(3) Participate in casino gaming or any other amusement or activity at a casino facility in this state or at
an affiliate gaming facility of a licensed casino operator, wherever located.

In addition to the penalty provided in section 102.99 of the Revised Code, whoever violates division
(M)(1), (2), or (3) of this section forfeits the individual's office or employment.

Sec. 102.031

(A) As used in this section:

(1) “Business associate” means a person with whom a member of the general assembly is conducting
or undertaking a financial transaction.

(2) “Contribution” has the same meaning as in section 3517.01 of the Revised Code.

(3) “Employee” does not include a member of the general assembly whose nonlegislative position of
employment does not involve the performance of or the authority to perform administrative or supervisory
functions; or whose nonlegislative position of employment, if the member is a public employee, does not
involve a substantial and material exercise of administrative discretion in the formulation of public policy,
expenditure of public funds, enforcement of laws and rules of the state or a county or city, or execution of other
public trusts.

(B) No member of the general assembly shall vote on any legislation that the member knows is then
being actively advocated if the member is one of the following with respect to a legislative agent or employer
that is then actively advocating on that legislation:

(1) Anemployee;

(2) A business associate;

(3) A person, other than an employee, who is hired under contract to perform certain services, and that
position involves a substantial and material exercise of administrative discretion in the formulation of public
policy.

{C) No member of the general assembly shall knowingly accept any of the following from a legislative
agent or a person required to file a statement described in division (A)(2) of section 102.021 of the Revised
Code:

(1) The payment of any expenses for travel or lodging except as otherwise authorized by division (H) of
section 102.03 of the Revised Code;

(2) More than seventy-five dollars aggregated per calendar year as payment for meals and other food
and beverages, other than for those meals and other food and beverages provided to the member at a meeting at
which the member participates in a panel, seminar, or speaking engagement, at a meeting or convention of a
national organization to which any state agency, including, but not limited to, any legislative agency or state
institution of higher education as defined in section 3345.011 of the Revised Code, pays membership dues, or at
a dinner, party, or function to which all members of the general assembly or all members of either house of the
general assembly are invited;

(3) A gift of any amount in the form of cash or the equivalent of cash, or a gift of any other thing of
value whose value exceeds seventy-five dollars. As used in division (C)(3) of this section, “gift” does not
include any contribution or any gifts of meals and other food and beverages or the payment of expenses incurred
for travel to destinations either inside or outside this state that is received by a member of the general assembly
and that is incurred in connection with the member’s official duties.

(D) It is not a violation of division (C)}(2) of this section if, within sixty days after receiving notice from
a legislative agent that the legislative agent has provided a member of the general assembly with more than
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seventy-five dollars aggregated in a calendar year as payment for meals and other food and beverages, the
member of the general assembly returns to that legislative agent the amount received that exceeds seventy-five
dollars.

(E) The joint legislative ethics committee may impose a fine of not more than one thousand dollars
upon a member of the general assembly who violates division (B) of this section.

Section 102.04

(A) Except as provided in division (D) of this section, no person elected or appointed to an office of or
employed by the general assembly or any department, division, institution, instrumentality, board, commission,
or bureau of the state, excluding the courts, shall receive or agree to receive directly or indirectly compensation
other than from the agency with which he serves for any service rendered or to be rendered by him personally in
any case, proceeding, application, or other matter that is before the general assembly or any department,
division, institution, instrumentality, board, commission, or bureau of the state, excluding the courts.

{B) Except as provided in division (D) of this section, no person elected or appointed to an office of or
employed by the general assembly or any department, division, institution, instrumentality, board, commission,
or bureau of the state, excluding the courts, shall sell or agree to sell, except through competitive bidding, any
goods or services to the general assembly or any department, division, institution, instrumentality, board,
commission, or bureau of the state, excluding the courts.

(C) Except as provided in division (D} of this section, no person who is elected or appointed to an
office of or employed by a county, township, municipal corporation, or any other governmental entity,
excluding the courts, shall receive or agree to receive directly or indirectly compensation other than from the
agency with which he serves for any service rendered or to be rendered by him personally in any case,
proceeding, application, or other matter which is before any agency, department, board, bureau, commission, or
other instrumentality, excluding the courts, of the entity of which he is an officer or employee.

(D) A public official who is appointed to a nonelective office or a public employee shall be exempted
from division (A), (B), or (C) of this section if both of the following apply:

(1} The agency to which the official or employee wants to sell the goods or services, or before which
the matter that involves the rendering of his services is pending, is an agency other than the one with which he
serves;

(2) Prior to rendering the personal services or selling or agreeing to sell the goods or services, he files a
statement with the appropriate ethics commission, with the public agency with which he serves, and with the
public agency before which the matter is pending or that is purchasing or has agreed to purchase goods or
services.

The required statement shall contain the official’s or employee’s name and home address, the name and
mailing address of the public agencies with which he serves and before which the matter is pending or that is
purchasing or has agreed to purchase goods or services, and a brief description of the pending matter and of the
personal services to be rendered or a brief description of the goods or services to be purchased. The statement
shall also contain the public official’s or employee’s declaration that he disqualifies himself for a period of two
years from any participation as such public official or employee in any matter involving any public official or
employee of the agency before which the present matter is pending or to which goods or services are to be sold.
The two-year period shall run from the date of the most recently filed statement regarding the agency before
which the matter was pending or to which the goods or services were to be sold. No person shall be required to
file statements under this division with the same public agency regarding a particular matter more than once in a
calendar year.

(E) No public official or employee who files a statement or is required to file a statement under division
(D) of this section shall knowingly fail to disqualify himself from any participation as a public official or
employee of the agency with which he serves in any matter involving any official or employee of an agency
before which a matter for which he rendered personal services was pending or of a public agency that purchased
or agreed to purchase goods or services.

(F) This section shall not be construed to prohibit the performance of ministerial functions including,
but not limited to, the filing, or amendment of tax returns, applications for permits and licenses, incorporation
papers, and other documents.
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Section 102.05

There is hereby created the Ohio ethics commission consisting of six members, three of whom shall be
members of each of the two major political parties, to be appointed by the governor with the advice and consent
of the senate. Within thirty days of the effective date of this section, the governor shall make initial
appointments to the commission. Of the initial appointments made to the commission, one shall be for a term
ending one year after the effective date of this section, and the other appointments shall be for terms ending two,
three, four, five, and six years, respectively, after the effective date of this section. Thereafter, terms of office
shall be for six years, each term ending on the same day of the same month of the year as did the term that it
succeeds. Each member shall hold office from the date of his appointment until the end of the term for which he
was appointed. Any member appointed to fill a vacancy occurring prior to the expiration of the term for which
his predecessor was appointed shall hold office for the remainder of that term.

No person shall be appointed to the commission or shall continue to serve as a member of the
commission if the person is subject to section 102.02 of the Revised Code other than by reason of his
appointment to the commission or if the person is a legislative agent registered under sections 101.70 to 101.79
of the Revised Code or an executive agency lobbyist registered under sections 121.60 to 121,69 of the Revised
Code. Each member shall be paid seventy-five dollars for each meeting held in the discharge of his official
duties, except that no member shall be paid more than eighteen hundred dollars in any fiscal year. Each member
shall be reimbursed for expenses actually and necessarily incurred in the performance of his official duties.

The commission shall meet within two weeks after all members have been appointed, at a time and
place determined by the governor. At its first meeting, the commission shall elect a chairman and other officers
that are necessary and shall adopt rules for its procedures. After the first meeting, the commission shall meet at
the call of the chairman or upon the written request of a majority of the members. A majority of the members of
the commission constitutes a quorum. The commission shall not take any action without the concurrence of a
majority of the members of the commission.

The commission may appoint and fix the compensation of an executive director and other technical,
professional, and clerical employees that are necessary to carry out the duties of the commission.

The commission may appoint hearing examiners to conduct hearings pursuant to section 102.06 of the
Revised Code. The hearing examiners have the same powers and authority in conducting the hearings as is
granted to the commission. Within thirty days after the hearing, the hearing examiner shall submit to the
commission a written report of his findings of fact and conclusions of law and a recommendation of the action
to be taken by the commission. The recommendation of the hearing examiner may be approved, modified, or
disapproved by the commission, and no recommendation shall become the findings of the commission until so
ordered by the commission. The findings of the commission shall have the same effect as if the hearing had
been conducted by the commission. Hearing examiners appointed pursuant to this section shall possess the
qualifications the commission requires. Nothing contained in this section shall preclude the commission from
appointing a member of the commission to serve as a hearing examiner.

Section 102.06

{A) The appropriate ethics commission shall receive and may initiate complaints against persons
subject to this chapter concerning conduct alleged to be in violation of this chapter or section 2921.42 or
2921.43 of the Revised Code. All complaints except those by the commission shall be by affidavit made on
personal knowledge, subject to the penalties of perjury. Complaints by the commission shall be by affidavit,
based upen reasonable cause to believe that a violation has occurred.

(B) The appropriate ethics commission shall investigate complaints, may investigate charges presented
to it, and may request further information, including the specific amount of income from a source, from any
person filing with the commission a statement required by section 102.02 or 102.021 of the Revised Code, if the
information sought is directly relevant to a complaint or charges received by the commission pursuant to this
section. This information is confidential, except that the commission, in its discretion, may share information
gathered in the course of any investigation with, or disclose the information to, the inspector general, any
appropriate prosecuting authority, any law enforcement agency, or any other appropriate ethics commission. If
the accused person is a member of the public employees retirement board, state teachers retirement board,
school employees retirement board, board of trustees of the Ohio police and fire pension fund, or state highway
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patrol retirement board, or is a member of the burecau of workers’ compensation board of directors, the
appropriate ethics commission, in its discretion, also may share information gathered in the course of an
investigation with, or disclose the information to, the attorney general and the auditor of state. The person so
requested shall furnish the information to the commission, unless within fifteen days from the date of the request
the person files an action for declaratory judgment challenging the legitimacy of the request in the court of
common pleas of the county of the person’s residence, the person’s place of employment, or Franklin county.
The requested information need not be furnished to the commission during the pendency of the judicial
proceedings. Proceedings of the commission in connection with the declaratory judgment action shall be kept
confidential except as otherwise provided by this section. Before the commission proceeds te take any formal
action against a person who is the subject of an investigation based on charges presented to the commission, a
complaint shall be filed against the person. If the commission finds that a complaint is not frivolous, and there
is reasonable cause to believe that the facts alleged in a complaint constitute a violation of section 102.02,
102.021, 102.03, 102.04, 102.07, 2921.42, or 2921.43 of the Revised Code, it shall hold a hearing. If the
commission does not so find, it shall dismiss the complaint and notify the accused person in writing of the
dismissal of the complaint. The commission shall not make a report of its finding unless the accused person
requests a report. Upon the request of the accused person, the commission shall make a public report of its
finding. The person against whom the complaint is directed shall be given reasonable notice by certified mail of
the date, time, and place of the hearing and a statement of the charges and the law directly involved and shall be
given the opportunity to be represented by counsel, to have counsel appointed for the person if the person is
unable to afford counsel without undue hardship, to examine the evidence against the person, to produce
evidence and to call and subpoena witnesses in the person’s defense, to confront the person’s accusers, and to
cross-examine witnesses. The commission shall have a stenographic record made of the hearing. The hearing
shall be closed to the public.

{C)(1)(a) If, upon the basis of the hearing, the appropriate ethics commission finds by a preponderance
of the evidence that the facts alleged in the complaint are true and constitute a violation of section 102.02,
102.021, 102.03, 102.04, 102.07, 2921.42, or 2921.43 of the Revised Code, it shall report its findings to the
appropriate prosecuting authority for proceedings in prosecution of the violation and to the appointing or
employing authority of the accused. If the accused person is a member of the public employees retirement
board, state teachers retirement board, school employees retirement board, board of trustees of the Ohio police
and fire pension fund, or state highway patrol retirement board, the commission also shall report its findings to
the Ohio retirement study council.

(b) If the Ohio ethics commission reports its findings to the appropriate prosecuting authority under
division (C)(1)(a) of this section and the prosecuting authority has not initiated any official action on those
findings within ninety days after receiving the commission’s report of them, the commission may publicly
comment that no official action has been taken on its findings, except that the commission shall make no
comment in violation of the Rules of Criminal Procedure or about any indictment that has been sealed pursuant
to any law or those rules. The commission shall make no comment regarding the merits of its findings. As used
in division (C){13(b) of this section, “official action” means prosecution, closure after investigation, or grand
jury action resulting in a true bill of indictment or no true bill of indictment.

(2) If the appropriate ethics commission does not find by a preponderance of the evidence that the facts
alleged in the complaint are true and coastitute a violation of section 102.02, 102.021, 102.03, 102.04, 102.07,
2921.42, or 2921.43 of the Revised Code or if the commission has not scheduled a hearing within ninety days
after the complaint is filed or has not finally disposed of the complaint within six months after it has been heard,
it shall dismiss the complaint and notify the accused person in writing of the dismissal of the complaint. The
commission shall not make a report of its finding unless the accused person requests a report. Upon the request
of the accused person, the commission shall make a public report of the finding, but in this case all evidence and
the record of the hearing shall remain confidential unless the accused person also requests that the evidence and
record be made public. Upon request by the accused person, the commission shall make the evidence and the
record available for public inspection.

{D) The appropriate ethics commission, or a member of the commission, may administer oaths, and the
commission may issue subpoenas to any person in the state compelling the attendance of witnesses and the
production of relevant papers, books, accounts, and records. The commission shall issue subpoenas to compel
the attendance of witnesses and the production of documents upon the request of an accused person. Section
101.42 of the Revised Code shall govern the issuance of these subpoenas insofar as applicable. Upon the refusal
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of any person to obey a subpoena or to be sworn or to answer as a witness, the commission may apply to the
court of common pleas of Franklin county under section 2705.03 of the Revised Code. The court shall hold
proceedings in accordance with Chapter 2705. of the Revised Code. The commission or the accused person
may take the depositions of witnesses residing within or without the state in the same manner as prescribed by
law for the taking of depositions in civil actions in the court of common pleas.

(E)} At least once each year, the Chio ethics commission shall report on its activities of the immediately
preceding vear to the majority and minority leaders of the senate and house of representatives of the general
assembly. The report shall indicate the total number of complaints received, initiated, and investigated by the
commission, the total number of complaints for which formal hearings were held, and the total number of
complaints for which formal prosecution was recommended or requested by the commission. The report also
shall indicate the nature of the inappropriate conduct alleged in each complaint and the governmental entity with
which any employee or official that is the subject of a complaint was employed at the time of the alleged
inappropriate conduct.

(F) All papers, records, affidavits, and documents upon any complaint, inquiry, or investigation relating
to the proceedings of the appropriate ethics commission shall be sealed and are private and confidential, except
as otherwise provided in this section and section 102.07 of the Revised Code.

{(G)(1) When a complaint or charge is before it, the Ohio ethics commission or the appropriate
prosecuting authority, in consultation with the person filing the complaint or charge, the accused, and any other
person the commission or prosecuting authority considers necessary, may compromise ot settle the complaint or
charge with the agreement of the accused. The compromise or settlement may include mediation, restitution,
rescission of affected contracts, forfeiture of any benefits resulting from a violation or potential violation of law,
resignation of a public official or employee, or any other relief that is agreed upon between the commission or
prosecuting authority and the accused.

(2) Any settlement agreement entered into under division (G)(1) of this section shall be in writing and
be accompanied by a statement of the findings of the commission or prosecuting authority and the reasons for
entering into the agreement. The commission or prosecuting authority shall retain the agreement and statement
in the commission’s or prosecuting authority’s office and, in the commission’s or prosecuting authority’s
discretion, may make the agreement, the statement, and any supporting information public, unless the agreement
provides otherwise.

(3) If a settlement agreement is breached by the accused, the commission or prosecuting authority, in
the commission’s or prosecuting authority’s discretion, may rescind the agreement and reinstitute any
investigation, hearing, or prosecution of the accused. No information obtained from the accused in reaching the
settlement that is not otherwise discoverable from the accused shall be used in any proceeding before the
commission or by the appropriate prosecuting authority in prosecuting the violation. Notwithstanding any other
section of the Revised Code, if a settlement agreement is breached, any statute of limitations for a violation of
this chapter or section 2621.42 or 2921.43 of the Revised Code is tolled from the date the complaint or charge is
filed until the date the settlement agreement is breached.

Section 102.07

No member, employee, or agent of the Ohio ethics commission, board of commissioners on grievances
and discipline of the supreme court, or joint legislative ethics committee shall divulge any information or any
books, papers, or documents presented to the commission, joint legislative ethics committee, or board of
commissioners on grievances and discipline without the conmsent, in writing, of the appropriate ethics
commission, uniess such books, papers, or documents were presented at a public hearing, except as provided in
section 102.06 of the Revised Code.

No person shall divulge information that appears on a disclosure statement and is required to be kept
confidential under division (B) of section 102.02 of the Revised Code.

Section 102.08*

* See also following version of this section and explanation after that version.



(A)Y(1) Subject to division (A)2) of this section, the board of commissioners on grievances and
discipline of the supreme court and the house and senate legislative ethics committees may recommend
legislation relating to ethics, conflicts of interest, and financial disclosure and shall render advisory opinions
with regard to questions concerning these matters for persons for whom it is the appropriate ethics commission.
When the appropriate ethics commission renders an advisory opinion relating to a special set of circumstances
involving ethics, conflict of interest, or financial disclosure under Chapter 102. or section 2921.42 or 2921.43 of
the Revised Code, the person to whom the opinion was directed or who was similarly situated may reasonably
rely upon the opinion and shall be immune from criminal prosecutions, civil suits, or actions for removal from
his office or position of employment for a violation of Chapter 102, or section 2921.42 or 2921.43 of the
Revised Code based on facts and circumstances covered by the opinion, if the opinion states there is no violation
of Chapter 102. or section 2921.42 or 2921.43 of the Revised Code. Except as otherwise provided in division
(A)2) of this section, the appropriate ethics commission shall include in every advisory opinion it renders a
statement as to whether the set of circumstances described in the opinion constitutes a violation of section
2921.42 or 2921.43 of the Revised Code. The appropriate ethics commission shall provide a continuing
program of education and information concerning the provisions of Chapter 102. and sections 2921.42 and
2921.43 of the Revised Code and other provisions of law pertaining to ethics, conflicts of interest, and financial
disclosure. As used in division (A) of this section, “appropriate ethics commission” does not include the Ohio
ethics commission.

{2) The board of commissioners on grievances and discipline of the supreme court shall issue advisory
opinions only in a manner consistent with Rule V of the Supreme Court Rules for the Government of the Bar of
Ohio.

(B) The Ohio ethics commission may recommend legislation relating o ethics, conflicts of interest, and
financial disclosure and may render advice with regard to questions concerning these matters for persons for
whom it is the appropriate ethics commission. When the Ohio ethics commission renders a written formal or
staff advisory opinion relating to a special set of circumstances involving ethics, conflict of interest, or financial
disclosure under Chapter 102. or section 2921.42 or 2921.43 of the Revised Code, the person to whom the
opinion was directed or who was similarly situated may reasonably rely upon the opinion and shall be immune
from criminal prosecutions, civil suits, or actions for removal from his office or position of employment for a
violation of Chapter 102. or section 2921.42 or 2921.43 of the Revised Code based on facts and circumstances
covered by the opinion, if the opinion states there is no violation of Chapter 102. or section 2921.42 or 2921.43
of the Revised Code. The commission shall provide a continuing program of education and information
concerning the provisions of Chapter 102. and sections 2921.42 and 2921.43 of the Revised Code and other
provisions of law pertaining to ethics, conflicts of interest, and financial disclosure. [Am. Sub. H.B. 285,
effective 03-02-94.]

Section 102.08*

* See also preceding version of this section and explanation below.

(A} The Ohio ethics commission, the board of commissioners on grievances and discipline of the
supreme court, and the joint legislative ethics committee may recommend legislation relating to ethics, conflicts
of interest, and financial disclosure, and render advisory opinions with regard to questions concerning these
matters for persons for whom it is the appropriate ethics commission.

{B) When the Ohio ethics commission or the board of commissioners on grievances and discipline of
the supreme court renders an advisory opinion relating to a special set of circumstances involving ethics,
conflict of interest, or financial disclosure under Chapter 102., section 292142, or section 2921.43 of the
Revised Code, the person to whom the opinion was directed or who was similarly situated may reasonably rely
upon such opinion and shall be immune from criminal prosecutions, civil suits, or actions for removal from his
office or position of employment for a violation of Chapter 102., section 2921.42, or section 2921.43 of the
Revised Code based on facts and circumstances covered by the opinion, if the opinion states there is no violation
of Chapter 102., section 2921.42, or section 2921.43 of the Revised Code.

(C) When the joint legislative ethics committee renders an advisory opinion that has been publicly
sought and that relates to a special set of circumstances involving ethics, conflicts of interest, or financial
disclosure under Chapter 102. or section 2921.42 or 2921.43 of the Revised Code, the person to whom the
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opinion was directed or who was similarly situated may reasonably rely upon such opinion and shall be immune
from criminal prosecutions, civil suits, or actions for removal from his office or position of employment for a
violation of Chapter 102. or section 2921.42 or 2921.43 of the Revised Code based on the facts and
circumstances covered by the opinion, if the opinion states that there is no violation of Chapter 102. or section
2921.42 or 2921.43 of the Revised Code. When the joint legislative ethics committee renders an advisory
opinion that has been publicly sought, the advisory opinion is a public record available under section 149.43 of
the Revised Code.

(D) When the joint legislative ethics committee renders a written opinion that has been privately sought
and that relates to a special set of circumstances involving ethics, conflicts of interest, or financial disclosure
under Chapter 102. or section 2921.42 or 2921.43 of the Revised Code, the written opinion does not have the
legal effect of an advisory opinion issued under division (C) of this section. When the joint legislative ethics
committee renders a written opinion that has been privately sought, the written opinion is not a public record
available under section 149.43 of the Revised Code. The proceedings of the legislative ethics committee
relating to a written opinion that has been privately sought shall be closed to the public and records relating to
these proceedings are not public records available under section 149.43 of the Revised Code.

The person to whom a written opinion is issued under this division may request the committee to issue
the written opinion as an advisory opinion. Upon receiving such a request and with the approval of a majority
of the members of the committee, the committee may issue the written opinion as an advisory opinion. If the
committee issues the written opinion as an advisory opinion, the advisory opinion has the same legal effect as an
advisory opinion issued under division (C) of this section and is a public record available under section 149.43
of the Revised Code.

(E) The joint legislative ethics committee shall issue an advisory opinion under division (C) of this
section or a written opinion under division (D) of this section, whether it is publicly or privately sought, only at
a meeting of the committee and only with the approval of a majority of the members of the committee.

(F) The appropriate ethics commission shall provide a continuing program of education and
information concerning the provisions of Chapter 102. and sections 2921.42 and 2921.43 of the Revised Code
and other provisions of law pertaining to ethics, conflicts of interest, and financial disclosure. [Am. Sub. H.B.
492, effective 05-12-94.]

* RC. 102.08 was amended by Am. Sub. HB. 285 (eff. 03-02-94) and Am. Sub. H.B. 492 (eff. 05-12-94).
Harmonization pursuant to R.C. 1.52 is in question. Both versions are presented here,

Section 102.09

(A) The secretary of state and the county board of elections shall furnish, to each candidate for elective
office who is required to file a financial disclosure statement by section 102.02 of the Revised Code, a financial
disclosure form, and shall notify the appropriate ethics commission, within fifteen days of the name of the
candidate, and of the subsequent withdrawal, disqualification, or death of the candidate. The candidate shall
acknowledge receipt of the financial disclosure form in writing,

(B) The secretary of state and the county board of elections shall furnish to each person who is
appointed to fill a vacancy for an unexpired term in an elective office, and who is required to file a financial
disclosure statement by section 102.02 of the Revised Code, a financial disclosure form, and shall notify the
appropriate ethics commission within fifteen days of being notified by the appointing authority, of the name and
position of the public official and the date of appointment. The person shall acknowledge receipt of the
financial disclosure form in writing.

(C) The public agency or appointing authority that employs, appoints, or promotes any public official
or employee who, as a result of such employment, appointment, or promotion, is required to file a financial
disclosure statement by section 102.02 of the Revised Code, shall, within fifteen days of the employment,
appointment, or promotion, furnish the public official or employee with a financial disclosure form, and shall
notify the appropriate ethics commission of the name and position of the public official or employee and the
date of employment, appointment, or promotion. The public official or empioyee shall acknowledge receipt of
the financial disclosure form in writing,.

(D) Within fifteen days afier any public official or employee begins the performance of official duties,
the public agency with which the official or employee serves or the appointing authority shall furnish the official
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or employee a copy of Chapter 102. and section 2921.42 of the Revised Code, and may furnish such other
materials as the appropriate ethics commission prepares for distribution. The official or employee shall

acknowledge their receipt in writing. The requirements of this division do not apply at the time of
reappointment or reelection.

Section 102.99

{A) Whoever violates division (C) of section 102.02 or division (C) of section 102.031 of the Revised
Code is guilty of a misdemeanor of the fourth degree.

(B) Whoever violates division (D) of section 102.02 or section 102.021, 102.03, 102.04, or 102.07 of
the Revised Code is guilty of a misdemeanor of the first degree.



CHAPTER 2921.
Section 2921.01 As used in sections 2921.01 to 2921.45 of the Revised Code:

(A) “Public official” means any elected or appointed officer, or employee, or agent of the state or any
political subdivision, whether in a temporary or permanent capacity, and includes, but is not limited to,
legislators, judges, and law enforcement officers. “Public official” does not include an employee, officer, or
governor-appointed member of the board of directors of the nonprofit corporation formed under section 187.03
of the Revised Code.

(B} “Public servant™ means any of the following:

(1) Any public official;

(2) Any person performing ad hoc a governmental function, including, but not limited to, a juror,
member of a temporary commission, master, arbitrator, advisor, or consultant;

(3) A person who is a candidate for public office, whether or not the person is elected or appointed to
the office for which the person is a candidate. A person is a candidate for purposes of this division if the person
has been nominated according to law for election or appointment to public office, or if the person has filed a
petition or petitions as required by law 10 have the person’s name placed on the ballot in a primary, general, or
special election, or if the person campaigns as a write-in candidate in any primary, general, or special election.
“Public servant™ does not include an employee, officer, or governor-appointed member of the board of directors
of the nonprofit corporation formed under section 187.03 of the Revised Code.

(C) “Party official” means any person who holds an elective or appointive post in a political party in the
United States or this state, by virtue of which the person directs, conducts, or participates in directing or
conducting party affairs at any level of responsibility.

(D) *Official proceeding” means any proceeding before a legislative, judicial, administrative, or other
governmental agency or official authorized to take evidence under oath and includes any proceeding before a
referee, hearing examiner, commissioner, notary, or other person taking testimony or a deposition in connection
with an official proceeding.

(E) “Detention” means arrest; confinement in any vehicle subsequent to an arrest; confinement in any
public or private facility for custody of persons charged with or convicted of crime in this state or another state
or under the iaws of the United States or alleged or found to be a delinquent child or unruly child in this state or
another state or under the laws of the United States; hospitalization, institutionalization, or confinement in any
public or private facility that is ordered pursuant to or under the authority of section 2945.37, 2945.371,
2945.38, 2945.39, 294540, 2945401, or 2945.402 of the Revised Code; confinement in any vehicle for
transportation to or from any facility of any of those natures; detention for extradition or deportation; except as
provided in this division, supervision by any employee of any facility of any of those natures that is incidental to
hospitalization, institutionalization, or confinement in the facility but that occurs outside the facility; supervision
by an employee of the department of rehabilitation and correction of a person on any type of release from a state
correctional institution; or confinement in any vehicle, airplane, or place while being returned from outside of
this state into this state by a private person or entity, pursuant to a contract entered into under division (E) of
section 311.29 of the Revised Code or division (B) of section 5149.03 of the Revised Code. For a person
confined in a county jail who participates in a county jail industry program pursuant to section 5147.30 of the
Revised Code, “detention” includes time spent at an assigned work site and going to and from the work site.

(F) “Detention facility” means any public or private place used for the confinement of a person charged
with or convicted of any crime in this state or another state or under the laws of the United States or alleged or
found to be a delinquent child or unruly child in this state or another state or under the laws of the United States.

(G) “Valuable thing or valuable benefit” includes, but is not limited to, a contribution. This inclusion
does not indicate or imply that a contribution was not included in those terms before September 17, 1986.

(H) “Campaign committee,” “contribution,” *political action committee,” “legislative campaign fund,”
“political party,” and “political contributing entity” have the same meanings as in section 3517.01 of the
Revised Code.

(I) “Provider agreement” and “medical assistance program” have the same meanings as in section
2913.40 of the Revised Code.
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Sec. 2921.42,

(A) No public official shall knowingly do any of the following:

(1) Authorize, or employ the authority or influence of the public official’s office to secure authorization
of any public contract in which the public official, a member of the public official’s family, or any of the public
official’s business associates has an interest;

(2) Authorize, or employ the authority or influence of the public official’s office to secure the
investment of public funds in any share, bond, mortgage, or other security, with respect to which the public
official, a member of the public official’s family, or any of the public official’s business associates either has an
interest, is an underwriter, or receives any brokerage, origination, or servicing fees;

(3) During the public official’s term of office or within one year thereafter, occupy any position of profit
in the prosecution of a public contract authorized by the public official or by a legislative body, commission, or
board of which the public official was a member at the time of authorization, unless the contract was let by
competitive bidding to the lowest and best bidder;

(4) Have an interest in the profits or benefits of a public contract entered into by or for the use of the
political subdivision or governmental agency or instrumentality with which the public official is connected,;

(5) Have an interest in the profits or benefits of a public contract that is not let by competitive bidding if
required by law and that involves more than one hundred fifty dollars.

(B) In the absence of bribery or a purpose to defraud, a public official, member of a public official’s
family, or any of a public official’s business associates shall not be considered as having an interest in a public
contract or the investment of public funds, if all of the following apply:

(1) The interest of that person is limited to owning or controlling shares of the corporation, or being a
creditor of the corporation or other organization, that is the contractor on the public contract involved, or that is
the issuer of the security in which public funds are invested;

(2) The shares owned or controlled by that person do not exceed five per cent of the outstanding shares
of the corporation, and the amount due that person as creditor does not exceed five per cent of the total
indebtedness of the corporation or other organization;

(3) That person, prior to the time the public contract is entered into, files with the political subdivision
or governmental agency or instrumentality involved, an affidavit giving that person’s exact status in connection
with the corporation or other organization.

(C) This section does not apply to a public contract in which a public official, member of a public
official’s family, or one of a public official’s business associates has an interest, when all of the following apply:

(1) The subject of the public contract is necessary supplies or services for the political subdivision or
governmental agency or instrumentality involved;

{2) The supplies or services are unobtainable elsewhere for the same or lower cost, or are being
furnished to the political subdivision or governmental agency or instrumentality as part of a continuing course of
dealing established prior to the public official’s becoming associated with the political subdivision or
governmental agency or instrumentality involved;

(3) The treatment accorded the political subdivision or governmental agency or instrumentality is either
preferential to or the same as that accorded other customers or clients in similar transactions;

(4) The entire transaction is conducted at arm’s length, with full knowledge by the political subdivision
or governmental agency or instrumentality involved, of the interest of the public official, member of the public
official’s family, or business associate, and the public official takes no part in the deliberations or decision of the
political subdivision or governmental agency or instrumentality with respect to the public contract.

(D) Division (A)(4) of this section does not prohibit participation by a public employee in any housing
program funded by public moneys if the public employee otherwise qualifies for the program and does not use
the authority or influence of the public employee’s office or employment to secure benefits from the program
and if the moneys are to be used on the primary residence of the public employee. Such participation does not
constitute an unlawful interest in a public contract in violation of this section.

(E) Whoever violates this section is guilty of having an unlawful interest in a public contract. Violation
of division (A)(1) or (2) of this section is a felony of the fourth degree. Violation of division {A)(3), (4), or (5)
of this section is a misdemeanor of the first degree.

(F) It is not a violation of this section for a prosecuting attorney to appeint assistants and employees in
accordance with sections 309.06 and 2921.421 of the Revised Code, for a chief legal officer of a municipal
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corporation or an official designated as prosecutor in a municipal corporation to appoint assistants and
employees in accordance with sections 733.621 and 2921.421 of the Revised Code, or for a township law
director appointed under section 504.15 of the Revised Code to appoint assistants and employees in accordance
with sections 504.151 and 2921.421 of the Revised Code.

(G) This section does not apply to a public contract in which a township trustee in a township with a
population of five thousand or less in its unincorporated area, a member of the township trustee’s family, or one
of the township trustee’s business associates has an interest, if all of the following apply:

(1) The subject of the public contract is necessary supplies or services for the township and the amount
of the contract is less than five thousand dollars per year;

(2) The supplies or services are being furnished to the township as part of a continuing course of dealing
established before the township trustee held that office with the township;

(3) The treatment accorded the township is either preferential to or the same as that accorded other
customers or ¢lients in similar transactions;

(4)The entire transaction is conducted with full knowledge by the township of the interest of the
township trustee, member of the township trustee’s family, or the township trustee’s business associate.

(H) Any public contract in which a public official, a member of the public official’s family, or any of
the public official’s business associates has an interest in viclation of this section is void and unenforceable. Any
contract securing the investment of public funds in which a public official, a member of the public official’s
family, or any of the public official’s business associates has an interest, is an underwriter, or receives any
brokerage, origination, or servicing fees and that was entered into in violation of this section is void and
unenforceable.

(1) As used in this section:

(1) "Public contract" means any of the following:

(a) The purchase or acquisition, or a contract for the purchase or acquisition, of property or services by
or for the use of the state, any of its political subdivisions, or any agency or instrumentality of either, including
the employment of an individual by the state, any of its political subdivisions, or any agency or instrumentality
of either;

{b) A contract for the design, construction, alteration, repair, or maintenance of any public property.

(2) "Chief legal officer" has the same meaning as in section 733.621 of the Revised Code.

Sec. 2921.421

(A) As used in this section:

(1) “Chief legal officer” has the same meaning as in section 733.621 of the Revised Code.

(2) “Political subdivision” means a county, a municipal corporation, or a township that adopts a limited
home rule government under Chapter 504. of the Revised Code.

(B) A prosecuting attorney may appoint assistants and employees, except a member of the family of the
prosecuting attorney, in accordance with division (B) of section 309.06 of the Revised Code, a chief legal officer
of a municipal corporation or an official designated as prosecutor in a municipal corporation may appoint
assistants and employees, except a member of the family of the chief legal officer or official designated as
prosecutor, in accordance with section 733.621 of the Revised Code, and a township law director appointed
under section 504.15 of the Revised Code may appoint assistants and employees, except a member of the family
of the township law director, in accordance with section 504.151 of the Revised Code, if all of the following
apply:

(1) The services to be furnished by the appointee or employee are necessary services for the political
subdivision or are authorized by the legislative authority, governing board, or other contracting authority of the
political subdivision.

(2) The treatment accorded the political subdivision is either preferential to or the same as that accorded
other clients or customers of the appointee or employee in similar transactions, or the legislative authority,
governing board, or other contracting authority of the political subdivision, in its sole discretion, determines that
the compensation and other terms of appointment or employment of the appointee or employee are fair and
reasonable to the political subdivision.

(3) The appointment or employment is made after prior written disclosure to the legislative authority,
governing board, or other contracting authority of the political subdivision of the business relationship between
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the prosecuting attorney, the chief legal officer or official designated as prosecutor in a municipal corporation,
or the township law director and the appointee or employee thereof. In the case of a municipal corporation, the
disclosure may be made or evidenced in an ordinance, resolution, or other document that does either or both of
the following;

(a) Authorizes the furnishing of services as required under division (B)(1) of this section;

(b} Determines that the compensation and other terms of appointment or employment of the appointee
or employee are fair and reasonable to the political subdivision as required under division (B)(2) of this section.

(4) The prosecuting attorney, the elected chief legal officer, or the township law director does not
receive any distributive share or other portion, in whole or in part, of the earnings of the business associate,
partner, or employee paid by the political subdivision to the business associate, partner, or employee for services
rendered for the political subdivision.

(C) It is not a violation of this section or of section 102.03 or 2921.42 of the Revised Code for the
legislative authority, the governing board, or other contracting authority of a political subdivision to engage the
services of any firm that practices the profession of law upon the terms approved by the legislative authority, the
govemning board, or the contracting authority, or to designate any partner, officer, or employee of that firm as a
nonelected public official or employee of the political subdivision, whether the public office or position of
employment is created by statute, charter, ordinance, resolution, or other legislative or administrative action.

Section 2921.43

{A) No public servant shall knowingly solicit or accept, and no person shall knowingly promise or give
1o a public servant, either of the following:

(1) Any compensation, other than as allowed by divisions (G), (H), and (I) of section 102.03 of the
Revised Code or other provisions of law, to perform the public servant’s official duties, to perform any other act
or service in the public servant’s public capacity, for the general performance of the duties of the public
servant’s public office or public employment, or as a supplement to the public servant’s public compensation;

(2) Additional or greater fees or costs than are allowed by law to perform the public servant’s official
duties.

(B) No public servant for the public servant’s own personal or business use, and no person for the
person’s own personal or business use or for the personal or business use of a public servant or party official,
shall solicit or accept anything of value in consideration of either of the following:

(1) Appointing or securing, maintaining, or renewing the appointment of any person to any public
office, employment, or agency;

(2) Preferring, or maintaining the status of, any public employee with respect to compensation, duties,
placement, location, promotion, or other material aspects of employment.

(C) No person for the benefit of a political party, campaign committee, legislative campaign fund,
political action committee, or political contributing entity shall coerce any contribution in consideration of either
of the following:

(1) Appointing or securing, maintaining, or renewing the appointment of any person to any public
office, employment, or agency;

(2) Preferring, or maintaining the status of, any public employee with respect to compensation, duties,
placement, location, promotion, or other material aspects of employment.

(D) Whoever violates this section is guilty of soliciting improper compensation, a misdemeanor of the
first degree.

(E) A public servant who is convicted of a violation of this section is disqualified from holding any
public office, employment, or position of trust in this state for a period of seven years from the date of
conviction.

(F} Divisions (A), (B), and (C) of this section do not prohibit a person from making voluntary
contributions to a political party, campaign committee, legislative campatign fund, political action committee, or
political contributing entity or prohibit a political party, campaign committee, legislative campaign fund,
political action committee, or political contributing entity, from accepting voluntary contributions.
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FOR MORE INFORMATION, OR ADDITIONAL MATERIALS ON THE OHIO ETHICS

LAW, PLEASE CONTACT:

OHIO ETHICS COMMISSION
William Green Building
30 West Spring St., L3
Columbus, Ohio 43215-2256
Phone: (614) 466-7090
Fax: (614) 466-8368
www.ethics.ohio.gov
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Ohio Ethics Law and Related Statutes

Policy Acceptance Form

By signing this form, I acknowledge that I have received and read the contents of
the Ohio Ethics Law and Related Statutes document. I further acknowledge that as
a public employee, I understand I may not use my public position to obtain a thing
of value for myself or my family.

Employee Signature and Date

Employee Printed Name
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Computer Network and Internet Acceptable Use Policy

This document constitutes the Muskingum Valley Educational Service Center’s {MVESC) Computer Network and Intemet
Acceptable Use Policy (*Policy”), and appiies to all persons who use or otherwise access the Network and/or Intemet, whether with
MVESC or personal equipment or whether on-site or by wireless or other remote access ("Users®).

Definitions - For purposes of this Policy, the terms *Network® and “Use” are defined below:

Network shall mean the MVESC's group of interconnected via cable andfor wireless computers and peripherals, all other MVESC
software and hardware resources including all Web-based material and all Web hosting, all data, databases and storage media, al
standalone, portable and/or borrowed dsvices, and all provided connectivity between and among Users and from Users to the global
intemet, including any and all Instructional Technology Centers or other third-parties providing connectivity and other services, and
any and all identifiers, accounts, rights, permissions, and current or future hardwars, software, or connectivity owned or managed by
the MVESC to which access is provided to

Users - Individual system computers are considered to be part of the “Network" and are subject to the terms of this Poficy even
when the User Is not attempting fo connect to another computer or to the Intemet.

Use of the Network shall mean any and all actions of a User which create traffic on the Network, including traces or remnants of
traffic that pass through MVESC equipment, wiring, wireless networks, or storage devices regardless of any other factor such as
passage of time, user delstion, transit of the Network without storage or origination and/or storage on personal equipment.

Purpose and Use: The MVESC is providing Users access to its Network to support and enhance the educational experience of
students and to facilitate work dutles of employees. Access to system computers and the Network is a privilege, not a right. The
MVESC reserves the right fo withdraw access at any time for any lawful reason. The MVESC reserves the right fo determine what
constitutes an improper use of system comptiters or the Network, and Is not limited by the examples of misuse given in this Policy.
Users may violate this Palicy by eveding or circumventing the provisions of the Policy, alone or with others. If Users have any doubt
aboul their obligations under this Policy, including whether a certain activity is permitted, they must consult with the Director of
Technology Services to be informed whether or not a use is appropriate.

Users Bound by Policy in Accepling Access: The User consents to the terms of this Policy whenever he or she accesses the
Network. Users of the Network are bound to the terms of this Policy regardless of whether or not a copy was received andlor signed
for by the User.

Personal Responsibility: Users are responsible for their behavior on the Network just as they are in a classroom, schoo! haliway,
or other MVESC properly. Each User Is responsible for reading and abiding by this Policy and any and all future amendments,
which will be made readily available in both electronic and printed form. Anonymous use is not permitted and access (including
passwords) may not be shared or transferred. if a User suspects that a password is not secure, he or she must inform the Director
of Technology Services immediately. Any improper use of your account, even if you are not the User, is your responsibllity.

Reporting Misuse of the Network: Users must report any misuse of the Network to the Director of Technology Services. "Misuse"
means any apparent violation of this Policy or other use which has the intent or effect of harming another person or another person's
properly.

Violating Policy with Personal Equipment: The use of personal equipment and/or personal Intermet accass to violate this Policy
or to assist another to violats the Policy is prohibited. Exceeding permission (such as abusing access to unfilered Intemst
connectivity) is a violation of this Poficy. Using private equipment to divert student time and/or attention from scheduled educational
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aclivities, or to divert paid work time from its proper purpose, is always strictly prohibited. Personal equipment used to violate this
Policy on school property is subject lo search related to the violation and selzure for a period of up to thirty (30) days.

Discipline for Violation of Policy: Violations of each of the provisions of this Policy are considered violations of the employee
conlract of employment, and each violation is a separate infraction. Violations may resuit in discipfinary action up lo termination and
referral to law enforcement for employees. The MVESC reserves the right to saek reimbursement of expenses and/or damages
arising from viclations of these policies. Disciplinary action relating to employees is always subject to the provisions of any
applicable coflective bargaining agresment.

Waiver of Privacy: By accepting Network access, Users waive any and all rights of privacy in connection with their communications
over the Network or communications achieved through the use of MVESC equipment or software, Electronic mail (e-mall) and other
forms of electronic communication {including instant messaging of all forms and SMS messages originating from email) are not
guaranteed to be private. The MVESC owns all data in the system. Systems managers have access to all messages for purposes of
monitoring system functions, maintaining system efficiency, and enforcing computer/network use policies and regulations, MVESC
policies, and state and federal laws. lllegal activities or suspected fllegal activities may be reported to the authorities.

Confidentiality and Student Information: Users are responsible for maintaining security of student information and other
personally identifiable data that they access, even if they access such dala accidentally or without permission, and for upholding
FERPA (20 U.S.C. § 1232g), the student confidentiality law (Ohio Revised Code Section 3318,321), the Chio Privacy Act (Chapter
1347 of the Ohlo Revised Code), and any other applicable privacy policies and regulations. Users are responsible whether such
data is downloaded from the Network to their computer screen, transmitied by e-mai, stored on a flash drive, portable device or
|aptop, copled by handwriting or by any or all other devices, forms of storage or Computer Network and Intemst Acceptable Use
Policy. Negligence with respact to protecting the confidentiality of such data will be considered a violation of this Policy whether or
not such negligence results in identity theft or other harm.

MVESC-Owned Equipment: Desktop computers, laptops, portable devices, and other equipment belonging to the MVESC are your
responsibifity. Any misuse, failure, damage or loss involving such equipment must be reported to the Director of Technology
Services, Periodic maintenance on laptops and other hardware is required. It is your responsibility to make such equipment timely
avaltable for maintenance at the request of the Director of Technology Services. . You may be held financially responsible for the
expense of any equipment repair or replacement.

Unacceptable Uses of the Network: All Users must use the Network in an appropriate and responsible way, whether their specific
actions are described in this Policy or not. Examples of unacceptable uses include, but are not limited to, the following:

OFFENSIVE OR HARRASSING ACTS: Creating, copying, viewing, transmitting, downloading, uploading or seeking
sexually explicit, obscene, or pomographic materials, Using language Inappropriate to the school environment, including
swearing, vulgarities or language that is suggestive, obscene, profane, abusive, belligerent, harassing, defamatory or
threatening. Making, distributing or redistributing images, jokes, stories or other material that would violate this Policy or the
MVESC's harassment or discrimination policies, including materfal that is based upon slurs or slereotypes relating to race,
gender, ethnicity, nationality, religion, sexual orientation, or other protected characteristics. Engaging in harassment,
stalking, or other repefitive unwanted communication or using the Internet in support of such activities.

VIOLATIONS OF PRIVACY: Unauthorized copying, modifying, intruding, or attempts to copy, modify or intrude, into the
foiders, files, data, work, networks, passwords or computers of others, or Intercepting communications intended for others,
Copying, downloading, uploading, or transmitting student or MVESC confidential information.

CREATING TECHNICAL PROBLEMS: Knowingly performing actions that cause technical difficulties to the system, other
users or the Internet. Atlempting to bypass school Intemet filters or to *hack® into other accounts or restricled information.
Uploading, downloading, creating, or transmitfing a computer virus, worm, Trojan horse, or other harmful component or
corrupted data. Attempting to hack, alter, harm, destroy or interfere with the normal operation of software, hardware, data,
other MVESC Network resources, or using the MVESC Network or to do any of the same acts on the Interet or outside
Networks. Downloading, saving, and/or transmitting data files large enough to Impede the normai functioning of the
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computer or the Network (such as many music, video, image, or software files) unless given permission by the System
Administrator. Moving, “repalring,” reconfiguring, reprogramming, modifying, or atlaching any external devices to Network
equipment, computers or systems without the permission of the System Administrator. Removing, altering, or copying
MVESC software for personal use or for the use of othars.

USE OF QUTSIDE SERVICES: All e-mail, document storage, blogs or any and all other services must be provided by the
MVESC on its Network. The use of other providers of such functionality or storage (such as Google or Yahoo) through the
Network is prohibited. Outside e-mail systems may be used for personal e-mail subject to the loss of privacy rights as
stated in this Policy . Use of such non-approved systems for MVESC business is prohibited. Outside document storage,
such as Live@EDU, and other storage services identified as official MVESC approved systems, may be used but are
subject to an evaluation of student privacy. Non approved outside document slorage is prohibited.

VIOLATING LAW: Any action that violates state or federal law or encourages others o do so is inappropriate. Offering for
sale o use, soliciting the purchase or provision of, or advocating the use of any substance that the possession or use of is
prohiblted, by law or MVESC Policy. Seeking information for the purpose of creating an explosive device or biohazard, or
communicaling or seeking materials in furtherance of criminal activities, terrorism, or other threatening acis.

VIOLATING COPYRIGHT: Uploading, downloading, copying, redistributing or republishing copyrighted materials without
pemmission from the owner of the copyright. Users should assume that materials are protected under copyright unless there
is explicit permission for use.

PERSONAL USE: Personal shopping, buying or selling items, scliciting or advertising ths sale of any goods or services, or
engaging in or supporting any kind of business or other profit-making activity. Interacting with personal web sites or other
social networking sites or tools that are not part of an educational or work project, receiving or posting messages fo web
sites or other social networking or blog sites not part of an educational or work project, participating in any type of gaming
activity, engaging in social or hobby activities, or general recreational web browsing if such browsing occurs during
instructional time or designated work time.

POLITICAL USE: Creating, transmitting or downloading any materials that support or oppose the nomination or election of
a candidate for public office or the passage of a levy or a bond issue. Sollciting political contributions through the Network
or conducting any type of official campaign business.

GENERAL MISCONDUCT: Using the Network in a manner inconsistent with the expectations of the MVESC for the
conduct of students and employees In the schoo! environment. Uses that improperly associate the MVESC with Users'
personal activities or to activities tha injure the MVESC's reputation. Uses that mislead others or violate the standards of
academic or personal integrity, including Computer Network and Internet Acceptable Use Policy but not limited to
plagiarism, disseminating untrue information about individuals or groups, or using another's password or some other user
identifier.

Specific Limits on Communication Over the MVESC Network

Expressing Oplnion: The Network has been created at public expense and exists for purposes relating to education and
administration. It does not exist to serve as a personal blog for the expressicn of opinions or as a public forum of any kind. Itis not
the intention of the MVESC to allow the public, staff, or students o use the Network, including the web hosting or linking ability, for
purposes of expressions of private opinions, or to support private or public causes or extemal organizations.

Large Group Mailings: The sending of messages to more persons than is necessary for educational or school business purposes
is a misuse of system resources and User time. Large group mailings, such as *All MVESC" or *Zanesville* are reserved for
administralive use, subject to any exceptions which may be developed by the Administration or the System Administrator. The
System Administralor may also develop specific limitations on the use of graphics, the size, number, and type of attachments, and
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the overall size of e-mail messages sent on the system. The use of multiple messages, non-system addresses, or other techniques
to circumvent these limitations s strictly prohibited.

Personal E-mail: Limited personal use of MVESC e-mail by employees to communicate with family, friends, and colleagues who
are willing recipients is permitted as a personal convenience, but must not impact paid work time and is subject to all of the
provisions of this Policy. Misuse of the privilege is prohibited, and includes but is not limited to excessive volume, frequency,
inappropriate content, mailing to unwilling addressess, or uses that may bring the MVESC into disrepute. Violations will be
determined in the sole discretion of the Superintendent. “Limited personal use® shall be defined as no more than ten (10) messages
during any one day, with no attachments large enough impede the normal functioning of the computer or the Network, as
determined by the System Administrator. Exceptions to this limitation may be permitted for personal emergencles and other
extenuating circumstances.

Electronic Signatures: Users shall not legally verify documents or use "elecironic signatures® in any way unless they have been
trained in an approved verification or signature system approved by the Administration. Users asked to legally verify or
electronically sign documents should report  the situation to the Director of Technology Services.

System Security and Integrity: The MVESC reserves the right to suspend operations of the Network, in whole or in part, at any
time for reasons of maintaining data security and integrity or any other lawful reason. The MVESC resetves the right to block or filter
any web sites, e-mail addresses, servers or Intamet domains which it, in its sole judgment, has determined to present a risk of
exposing students or employees to sexually explicit or otherwise Inappropriate content, or which exposes the system fo undus risk
of compromise from the standpoint of security or functionality.

No Warranties Created: By accepting access to the Network, you understand and agree that the MVESC, any involved
Information Technology Centers, and any third-party vendors make no warranties of any kind, either express or implied, in
connection with provision of access to or the use of the Network. They shall not be responsible for any claims, losses, damages or
costs (including attomeys' fees) of any kind sufiered, directly or indiractly, by any student or employee arising out of that User's use
of and/or inability to use the Network. They shall not be responsible for any loss or deletion of data. They are not responsible for the
accuracy of information obtained through efectronic information resourcss.

Updates to Account Information: You must provide new or additional registration and account information when asked in order for
you fo continue receiving access to the Network. If, after you have provided your account information, some or all of the information
changes, you must notify the Director of Technology Services or other person designated by the MVESC to receive this information.

Records Retention and Production: Users must comply with all MVESC directions regarding the retention and management of e-
mail or documents. Instant messaging or text messaging for MVESC business is prohibited. The MVESC retains the right to receive
a copy of a record from an Employee User’s private computer if for some reason it exisis only on that computer.

Web Sites: Web sites created through the Network andjor linked with the MVESC's officlal web site must relate specifically to
MVESC-sanctioned activities, programs or events. Web sites created using the Network or the MVESC's equipment, or web sltes
created as part of a classroom or club assignment or activity are the sole and exclusive property of the MVESC in perpetuity without
any ownership rights extended to any individuals or groups. The MVESC reserves the right to require that all material and/or links
with other sites found to be objectionable be altered or removed for any reason or for no reason, in the sole judgment of the
Superintendent. The MVESC does not intend to open web pages for the expression of opinion, and specifically does not intend for
its web pages to be a public forum or fimited public forum for students, staff, or citizens. Web pages exist solely in support of the
MVESC functions and mission as determined by the Board.

Legal Ref.. Ohio Rev. Code 3313.20, 3313.47, 3319.321

Children's Intemet Protection Act of 2000, 47 USC § 264 (h), (1)

Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g
Revised: 1110/2011



$( MeskingamValley

Computer Network and Internet Acceptabls Use Policy

RECEIPT FORM

| have read and acknowledge receipt of the “Computer Network and Internet Acceptable Use Policy”
for Staff Members” of the Muskingum Valley Educational Service Center (revised 11/10/2011), Failure to
sign and return this form will result in loss of computer and network privileges.

MVESC Staff Member Signature

PRINT Name:

Date Signed:

Legal Ref.: Ohio Rev. Code 3313.20, 3313.47, 3319.321

Children's Internet Protection Act of 2000, 47 USC § 254 (h), (1)Family Educational Rights and Privacy Act
(FERPA), 20 U.S.C. § 12329

Revised:11/10/2011



eTimesheet instructions

Please contact Amber Curry amber.curry@mvesc.org or 740-452-4518 ext. 1116 or Gwyn
Wagstaff gwyn.wagstaff@mvesc.org or 740-452-4518 ext. 1157 or to be entered into the
timesheet system. Once you know you are entered in the system, follow the instructions
below.

Go into the MVESC website www.mvesc.org

Click on TIMESHEETS on the green menu bar.

1. A Login screen will come up. Your sign-on is firstname.lastname; i.e., Nancy Hynds
would be nancy.hynds

MVESC Time Entry
Please Login:
Usermame:
Password:
*
+*
* Muski all
us Il C
Educatinnal "icr»lu:c: ['Lnrcr

2. First time users need to type in changeme as their password. You will then be
prompted to change the password to one of your choice (Your old password is now
changeme). Click Change password or press Enter. (Your password can be
anything you will remembér, Capital letters, numbers, or symbols are not required.)

User Id nancytiynds
O1d Password sessees

New Password sseayes

Confirm New Passivord [nuon

[ Change Password ]

Go to Time Sheets
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A message at the top of the page should indicate your password has been changed

Password changed

User Id testperson
Old Password

New Password

Confirm New Password

[ Change Password |

Go to Tmme Sheets

3. Click on Go to Fimesheets. Login using the password you just created.

Your name should appear in the Staff Name box. Click on Get Timesheet, Get Split Time
Timeshget, or Substitute Teacher Timesheet, whichever is appropriate.

Muskingum Valley ESC Timekeeping

Staff Name: Nancy Hynds Pericd Endng: | 11302011 [7]
Change Password Epecial Timesheets:
Logowm [ Get Spit Teme Timeshest ] (for wotking a split day)

| Substitute Teacher Timesheel | ( for Substitute teachers)

Time Sheet Approval

Start and End Time must be entered as a single digit or honr:minote format (Le. 8, 8:08, or 8:30). Lunch must be eatered as minutes
only withont colons or letters (ie, 15, 30, 90) except for one honr lanches - they can be entersd as 1 {60 is also acceptable).

For questions or issues, please contact Nancy Hyunds 740-452-4518 Ext. 135

‘T(K/Il.l.sl.singumVa.Iicy
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Enter your Start Time and End Time verifying AM and PM. If you need to make a change just
click the drop down arrow and make the switch. Enter the time you took for lunch in minutes;
i.e., 30 for a half hour. It wilt accept 1 for one hour. Leave blank if none was taken.

Muskingum Valley ESC Main Page
Payroll Time Sheet
Name: Nancy Hynds
Day Date X geart Time End Time | Jotal "T‘i':l‘;"‘y vt Comments
Wednesday|t1/16/2011  |&:00 AM[=] 5:00 PM[=]l 9 |3 8 i
Thursday  [11/17/2011  |&:00 [AM[=] 500 Pul=ll 9 | e | 0
|Friday 117182011 |8:00 AM[~] 5:00 PM[~I 9 |1 ] :
Saturday  [11/18/2011 (AR [=] PM[] z
Sunday  [11/20/2011 A=) [PM[=] £
[Monday  [14/21/2011 2
Tuesday  [11/22/2011 [AM[¥] [PN[=] .
Wednesday|11/23/2011 [AN[=] [PM[=] e
Thursday  [11/24/2011 [AM[=] (PM[=] 1
{Friday 11/25/2011 (Am[x] [PM[+] :
Saturday  [11/26/2011 [AM[=] PM[=] &
Sunday  [11727/2011 AV M) 5
[Monday  [11/2812011 AM[Z] PM[] :
Tuesday [11/29/2014 [AM[7] fPM[<] .
Wednesday|11/30/2011 [Aam[¥] PMl+] 2
(Sove] | Email Christine Wogner imesheet is complete | Total Hours Worked { Print (ofter save) ]
&

Clickl Save in the bottom left each time you enter information. Verify the time the
system calculated. You can go in and out as many times as you like. You can fill it out every
day or at the end of the week, whatever works for you. Please have the timesheet
completed by the end of the pay period.

I = _— -
[Monday  [1128r2011 MM PM=] :
Tuesday [11/2072011 AM[F] ML) - i
Wednesday|11/30/2011 A PM[E] A
Wm[m—"—*ﬁmm Hours Worked 24 ) N ‘[m

When all time is complete for that pay period-¢lick to email your supervisor for approval. Once

it has been approved, you will no longer be able to make any changes. If you need to make a
change after their approval, contact him/her or one of us in the Fiscal department, and we can
remove the approval so you can make changes. They will need to approve the timesheet
again.
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The timesheet will always be saved in the system, and you will have access to view past
timesheets. The system defaults to the current pay period, but you have a choice on the first
page to choose a Period Ending date next to Get Timesheet button. You also have the option
to Print at any time. There is a button at the bottom of the timesheet.

Please have your timesheets completed at the end of the pay period. If you can't finish it by
then, please complete the form ASAP so your supervisor has time to approve the time sheet
for the next payroll.

Please logout when finished.
Any questions, call Amber Curry at the Zanesvilie office at 740-452-4518, ext. 1116 or email

amber.curry@mvesc.org or call Gwyn Wagstaff 740-452-4518 ext. 1157 or email
agwyn.wagstaff@mvesc.org.

Supervisors

You enter the system in the same manner. See pages 1 and 2 of this handout.

$( MuskingumValley

Time Sheet Approval

Pay Penod Ending: Wﬂﬂkﬂ":ﬂ

s e =)

You should be able to only see the employees you neey to approve. A timesheet will only
appear if they have started entering information. Select'each person,

T L o =
Monday  [11/2672011 AM[=] PM[T] :
Tuesday  [11/20/2011 AM[+] P[] 5
Wednesday]11/30/2011 (Am[+] [PMI=] z
[Save] [ Email Chastine Wagnes timesheet is complete )| Total Hours Worked _§ 24 W

verify the total hours at the bottom of the sheet, and if all locks OK,

Muskingum Valley ESC Supervisor List
Payroll Time Sheet - Review Time

Name: cshafer |_Approve Timesheet ] [ Remove Approval |

Day Date Start Time End Time stay\{‘mo 2 | EndTime2 |11 Lunch Time !EI?::;’ | Commenss
Wednesday|11/16/2011| 11 AM[=]] 330 PM[=] / P[] PM[=]| 4.5 45
Thursday  [11/17/2011 [AM[=] |P__u13/ PM[~] P[]
Friday 11/18/2011 A= P)f@ FM[~] P[] i
Crturdan l11a0N44 antlm wal=l [rea 21 raa [0

click on the Approve Timesheet button at the top. We will do calculations to pay any extra time,
if needed, and print the timesheet for the payroll records. If anything looks wrong, please
contact your employee and ask them to make a correction.
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NOTICE OF PRIVACY PRACTICES

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY
BE USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS
INFORMATION. PLEASE REVIEW IT CAREFULLY.

Effective Date of Notice: September 23, 2013

Ohio School Benefits Cooperative’s group health plan (“Heaith Plan”) is required by law to take
reasonable steps to ensure the privacy of your Individually Identifiable Health Information,
regardless of form, whether oral, written or electronic, transmitted or maintained by or on behalf
of Health Plan (“PHI™), and to inform you about:

Sec. 1 Health Plan’s Uses and Disclosures of PHI;

Sec.2 Your PHI privacy rights;

Sec. 3 Health Plan’s duties concerning PHI;

Sec. 4 Yourright to file a complaint with Health Plan and the Secretary of the U.S.
Department of Health and Human Services; and

Sec. 5 The person or office to contact for further information about Health Plan’s
privacy practices and procedures.

Section 1. Health Plan’s Uses and Disclosures of PHI

All Uses and Disclosures by Health Plan will be made only with your written authorization,
which you may revoke at any time in writing, except as follows:

Required PHI Uses and Disclosures

Health Plan is required to Disclose all books, records, accounts, and other sources of
information, including PHI, to the Secretary of the U.S. Department of Health and
Human Services in order to allow the Department to investigate or determine Health
Plan’s compliance with the privacy regulations.

ses and Disclosures for which Your Authorization is not R uired

Health Plan may Use or Disclose PHI, without your authorization, to carry out its own
“Payment” and “Health Care Operations” (see definitions below). Health Plan may
Disclose PHI, without your authorization, to health care providers for “Treatment” (see
definition below). Health Plan may Disclose PHI, without your authorization, to other
Covered Entities and providers for their Payment activities. Health Plan may Disclose
PHI, without your authorization, to other Covered Entities participating in its organized
health care arrangement for Health Care Operations or to other Covered Entities having a
relationship with you for limited purposes. Health Plan also may Disclose PHI, without
your authorization, to the Plan Sponsor so that the Plan Sponsor will be able to carry out
Health Plan administration functions, such as Health Plan’s Payment and Health Care
Operations. The Plan Sponsor has amended its plan documents to protect your PHL.



Health Plan contracts with individuals and/or entities (Business Associates) to perform
various functions on its behalf or to provide certain types of services. To perform these
functions or to provide the services, Health Plan’s Business Associates will receive,
create, maintain, Use or Disclose PHI, but only after Health Plan requires the Business
Associates to agree in writing to contract terms designed to appropriately safeguard your
PHI. Business Associates have a statutory obligation to comply with the terms of such
agreement and HIPAA.

“Treatment” is the provision, coordination or management of health care and related services. It
includes but is not limited to consultations and referrals between one or more of your providers.
(Example: Health Plan may disclose to a specialist the name of your primary physician so that
they may confer concerning your health.)

“Payment” includes but is not limited to actions to make coverage determinations and payment
(including billing, claims management, subrogation, plan reimbursement, reviews for medical
necessity and appropriateness of care and utilization review and preauthorizations). (Example:
Health Plan may disclose to a doctor whether you are eligible for coverage and what percentage
of the bill will be paid by the Health Plan.)

“Health Care Operations” include but are not limited to quality assessment and improvement,
reviewing competence or qualifications of health care professionals, underwriting, enrollment,
premium rating insurance activities relating to creating or renewing insurance contracts, disease
management, case management, conducting or arranging for medical review, legal services and
auditing functions including fraud and abuse compliance programs, business planning and
development, business management and general administrative activities. (Example: Health Plan
may use information about your claims to audit the accuracy of its claims processing functions.)

Health Plan is prohibited from Using or Disclosing PHI that is Genetic Information for
underwriting purposes.

Use or Disclosure of your PHI is also allowed without your authorization under the
following circumstances:

(1) When required by law;

(2) When permitted for purposes of public health activities, including when you have
been exposed to a communicable disease or are at risk of spreading a disease or
condition, if authorized by law;

(3) When authorized by law to report information about abuse, neglect or domestic
violence to public authorities or if Health Plan, in the exercise of professional
Jjudgment, believes Disclosure is necessary to prevent serious harm to you or
another. If Health Plan makes such a Disclosure you will, unless informing you
poses a risk of harm, be promptly informed that such a report has been made;

(4) To public health oversight agency(ies) for oversight activities authorized by law,
including Uses or Disclosures in: audits; civil, administrative or criminal
investigations, proceedings or actions; inspections; licensure or disciplinary actions
and other necessary and appropriate oversight activities;



(5) When required for judicial or administrative proceedings in response to an order of

court, or subpoena, discovery request or other lawful process when satisfactory
assurance is given;

(6) For law enforcement purposes, when required by law;

(7) In response to a law enforcement official’s request for identification/location
information (including Disclosure of information about an Individual who is or is
suspected to be a victim of a crime but only if the Individual agrees to the
Disclosure or Health Plan is unable to obtain the Iadividual’s agreement because of
emergency circumstances and the law enforcement official makes all required
representations and Disclosure is in the best interests of the Individual as
determined by the exercise of Health Plan’s best judgment);

(8) When required to be given to a coroner or medical examiner for the purpose of
identifying a deceased person, determining a cause of death or fulfilling other duties
authorized by law. Also, Disclosure is permitted to a funeral director, consistent
with applicable law, as necessary to carry out his duties with respect to the
decedent;

(9) For research if a review or privacy board determines your authorization is not
necessary and the researcher(s) provide all required representations;

(10) To organ procurement organizations or similar entities for the purpose of
facilitating donation or transplantation;

(11} When consistent with applicable law and standards of ethical conduct if Health
Plan, in good faith, believes the Use or Disclosure is necessary to prevent or lessen
a serious and imminent threat to the health or safety of a person or the public and
the Disclosure is to a person reasonably able to prevent or lessen the threat;

(12) When authorized for specialized government functions; and

(13) When authorized by and to the extent necessary to comply with worker’s
compensation or other similar programs established by law.

Uses and Disclosures that Require Your Written Authorization

Your written authorization generally will be required before Health Plan may Use or
Disclose psychotherapy notes about you from your psychotherapist.

Your written authorization generally will be required before Health Plan may Use or
Disclose your PHI for Marketing purposes.

Your written authorization will be required before Health Plan may sell your PHI.

Your written authorization will be required for all other Uses and Disclosures of your
PHI except as otherwise set forth in this Notice or as required or permitted by law.

If you provide Health Plan with your written authorization, you may revoke it at any time
by submitting a written revocation to Health Plan’s Privacy Officer and Health Plan will
no longer Use or Disclose PHI under the authorization. Any prior Use or Disclosure of

PHI made in reliance on your authorization before revoked will not be affected by the
revocation.



Uses and Disclosures that Require You be given an Opportunity to Agree or Disagree

Health Plan may Disclose PHI to your family members, other relatives or close personal
friends if: (a) the PHI is directly relevant to a family member’s or friend’s involvement
with your care or payment for your care; and (b) you have agreed to the Disclosure, have
been given an opportunity to object and have not objected, or are unavailable to ask and
Health Plan has determined, in the exercise of its professional judgment, that the
Disclosure is in your best interests.

Section 2. Your Rights

All of your rights discussed below may be initiated by your written request to Health Plan,
directed to the person and at the address indicated in Section 5 below. Health Plan may require
your completion of an applicable form for each request.

Right to Request Restrictions on PHI and Disclosures

You may request that Health Plan restrict Uses and Disclosures of your PHI other than as
set forth above. However, Health Plan is not required to agree to your request unless the
request is to Health Plan to restrict the Disclosure for purposes of carrying out Payment
or Health Care Operations and is not otherwise required by law and the PHI pertains
solely to a health care item or service for which the health care provider involved has
been paid out of pocket in full.

Right to Receive Confidential Communications

Health Plan will accommodate reasonable requests to receive communications of PHI by
alternative means or at alternative locations if you clearly state that Disclosure of all or
part of your PHI could endanger you.

Right to Access and Copy PHI

You have the right to access and obtain a copy of your PHI contained in a Designated
Record Set, subject to certain exceptions, for as long as Health Plan maintains the PHI.
The requested information will be provided to you as soon as reasonably possible, but no
later than thirty (30) days after your request, unless Health Plan provides a written
statement of the reasons for delay and the date by which it will provide the requested
information, in no event more than thirty (30) additional days. If access is denied, you or
your personal representative will be provided with a written denial explaining the basis
for the denial, a description of how you may exercise review rights and a description of

how you may complain to the Secretary of the U.S. Department of Health and Human
Services.

Health Plan does not use or maintain electronic health records, which are defined as “an
electronic record of health-related information on an [i]ndividual that is created, gathered,



managed, and consulted by authorized health care clinicians and staff”” with respect to
Individuals’ PHI, However, if Health Plan were to do so, and you request to access your
PHI in a Designated Record Set, then you have the right to receive a copy of such PHI in
an electronic format or to have Health Plan (or its Business Associate, if appropriate)
transmit such copy to any person or entity that you designate, provided that your choice is
clear, conspicuous, and specific. Health Plan may charge you a reasonable, cost-based fee
for providing such copy.

Right to Amend PHI

You have the right to request that Health Plan amend your PHI or a record about you in a
Designated Record Set, subject to certain exceptions, for as long as the PHI is maintained
in the Designated Record Set.

“Designated Record Set” includes the medical records and billing
records about Individuals maintained by or for a covered health care
provider; enrollment, payment, billing, claims adjudication and case or
medical management record systems maintained by or for a Health Plan;
or other information used in whole or in part by or for Health Plan to
make decisions about Individuals.

Health Plan will act on your request as soon as reasonably possible, but no later than
sixty (60) days after your request. If the request is denied, in whole or in part, Health Plan
must provide you with a written denial explaining the basis for the denial, a description of
how you may exercise review rights and a description of how you may complain to the
Secretary of the U.S. Department of Health and Human Services. You or your personal
representative may submit to Health Plan a written statement disagreeing with the denial
or require that your request and the denial be provided with any further Disclosures of
your PHI.

Right to Receive an Accounting of PHI Disclosures

You have the right to receive an accounting of Disclosures by Health Plan of your PHI
during the six (6) years prior to the date of your request. The form and substance of the
accounting to be given you will be in accordance with legal requirements, Health Plan
will act on your request as soon as reasonably possible, but no later than sixty (60) days
after your request. If you request more than one accounting within a 12-month period,

Health Plan will charge a reasonable, cost-based fee for each accounting after the first
one,

A Note About Personal Representatives

You may exercise your rights through a personal representative. Your personal
representative will be required to produce evidence of his/her authority to act on your
behaif before he/she will be given access to your PHI. Evidence of authority may take
one of the following forms:



* anotarized power of attorney;

+ a court order of appointment of the person as the conservator or guardian
of the Individual; or

* being the parent of a minor child.

Health Plan retains discretion to deny access to your PHI to a personal representative if
there are any safety concerns.

Section 3. Health Plan's Duties
Privacy Notice

Health Plan is required by law to maintain the privacy of PHI, to provide participants
with notice of its legal duties and privacy practices with respect to PHI, and to notify
affected Individuals following a Breach of Unsecured PHI. This Notice is effective
beginning September 23, 2013 and Health Plan is required to comply with the terms of
this Notice. However, Health Plan reserves the right to change its privacy practices and
the terms of this Notice, and to apply any such change to and make the new notice
provisions effective for all PHI that Health Plan maintains, including any received or
maintained by Health Plan prior to the date of such change. If there is a material change
to this Notice, Health Plan will provide, to Individuals then covered by Health Plan, the
revised notice, or information about the material change and how to obtain the revised
notice, within sixty (60) days of the material revision.

Minimum Necessary Standard

When Using or Disclosing PHI or when requesting PHI from another Covered Entity,
Health Plan will limit the Use, Disclosure or request to a “limited data set” to the extent
practicable or, if needed, will limit the Use, Disclose or request to the minimum amount
of PHI necessary to accomplish its intended purpose(s). For purposes of compliance with
HIPAA, a “limited data set™ is PHI that excludes your direct identifiers (listed in 45 CFR
§164.514(e)(2)) or those of relatives, employers, or household members.

The minimum necessary standard will not apply in the following situations:

Disclosure to or requests by a health care provider for Treatment;

Uses or Disclosures made to you;

Uses or Disclosures made pursuant to your authorization;

Disclosures made to the Secretary of the U.S. Department of Health and
Human Services;

» Uses or Disclosures that are required by law; and

» Uses or Disclosures that are required for Health Plan’s compliance with
legal regulations.
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This Notice does not apply to information that has been de-identified. “De-identified



information” is information that does not identify an Individua! and with respect to which
there is no reasonable basis to believe that the information can be used to identify an
Individual.

Breach

If you are affected in the event that Health Plan or a Business Associate of Health Plan
has a Breach of Unsecured PHI, Health Plan must notify you by regular mail without
unreasonable delay and in no case later than sixty (60) days after discovering the Breach.
If you are one of more than five hundred (500) residents of a State or jurisdiction whose
Unsecured PHI is, or is reasonably believed to have been, accessed, acquired, Used or
Disclosed as a result of a Breach, then Health Plan must notify you, the Secretary and
prominent local media outlets in your State or jurisdiction of the Breach.

“Breach” means the acquisition, access, Use, or Disclosure of PHI in a manner
not permitted under HIPAA'’s privacy rules, which compromises the security, or
privacy of the PHI.

“Unsecured PHI" is PHI that is not rendered unusable, unreadable, or
indecipherable to unauthorized persons through encryption, destruction or other
methodologies that may be approved by the Secretary.

Exceptions to Breach

* Any unintentional acquisition, access, or Use of PHI by a workforce member or
person acting under the authority of Health Plan or Business Associate of Health
Plan, if such acquisition, access, or Use was made in good faith and within the

scope of authority and does not result in further Use or Disclosure in a manner not
permitted by HIPAA.

* Any inadvertent Disclosure by a person who is authorized to access PHI at Health
Plan or Business Associate of Health Plan to another person authorized to access
PHI within Health Plan or the same Business Associate of Heaith Plan, or
organized health care armangement in which Health Plan participates, and the
information received as a result of such Disclosure is not further Used or
Disclosed in a manner not permitted by HIPAA.

* A Disclosure of PHI where Health Plan or Business Associate of Health Plan has
a good faith belief that an unauthorized person to whom the Disclosure was made
would not reasonably have been able to retain such information.



Section 4. Your Right to File a Complaint with Health Plan or DHHS Secretary

If you believe that your privacy rights have been violated, you may file a complaint with Health
Plan by sending your complaint in writing to Ohio School Benefits Cooperative, Attention: Dr.
Richard Murray, Privacy Officer, 205 North Seventh Street, Zanesville, Ohio 43701-3709,

You may file a complaint with the Secretary of the U.S. Department of Health and Human
Services, Hubert H. Humphrey Building, 200 Independence Avenue S.W., Washington, D.C.
20201. Health Plan will not retaliate against you for filing a complaint.

Section 5. Whom to Contact at Health Plan for More Information

If you have any questions regarding this Notice or the subjects addressed in it, or if you would
like to make requests of Health Plan or receive sample forms for the exercise of your legal
privacy rights, you may contact Health Plan’s Privacy Officer, Dr. Richard Murray, at Ohio

School Benefits Cooperative, 205 North Seventh Street, Zanesville, Ohio 43701-3709, phone:
(740) 452-4518,

Conclusion

PHI Use and Disclosure by Health Plan is regulated by a federal law known as HIPAA (Health
Insurance Portability and Accountability Act of 1996) as amended, including without limitation
the amendments in the American Recovery and Reinvestment Act of 2009, and the implementing
regulations. You may find these rules, as well as the capitalized terms not defined in this Notice,
at 45 Code of Federal Regulations Parts 160 and 164. This Notice attempts to summarize the
regulations. The regulations will supersede any discrepancy between the information in this
Notice and the regulations. If a Use or Disclosure required or permitted by this Notice is
prohibited or materially limited by state privacy or other applicable laws, Health Plan may be
required to follow those state or other applicable laws. You have the right to obtain a paper copy
of this Notice upon request, even if you have agreed to receive this Notice electronically.



