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PURPOSE

Toprovidedirectionregardingtheprocessesandproceduresforpublicrecordsrequests
REFERENCES

RCW4256 PublicRecordsAct

WAC4414 PublicRecordsAct ModelRules

RCW4014 PreservationandDestructionofPublicRecords

TukwilaMunicipalCodeChapter221
AdministrativePolicy 40004RecordsManagementRetentionandArchives

STATEMENTOFPOLICY

RCW4256thePublicRecordsActtheAct requirespublicagenciestomakeidentifiablenon
exemptpublicrecordsavailableforinspectionandcopyinguponrequestandtopublishrulesof
proceduretoinformthepublichowaccesstopublicrecordswillbeaccomplishedThepurposeofthe
Actistoprovidethepublicfullandtimelyaccesstoinformationconcerningtheconductof
governmentmindfulofindividualsprivacyrightsandthedesirabilityofefficientadministrationof
ourCitygovernmentTheActandassociatedlawswillbeinterpretedinfavorofdisclosure

DEFINITIONSEXPLANATIONSANDPROCEDURES

SECTION1DefinitionsExplanations

aTheCityofTukwilaTheCityofTukwilaandtheCityincludesanyofficedepartment
divisionbureauboardcommissionoragencyoftheCityofTukwila

bIdentifiablerecordAnidentifiablerecordisoneinexistenceatthetimethepublicrecords
requestismadeandthatCitystaffcanreasonablylocate

c PublicrecordAwritingregardlessofphysicalformcontaininginformationrelatingtothe
conductofgovernmentortheperformanceofanygovernmentalorproprietaryfunctionprepared
ownedusedorretainedbytheCity

dWritingBroadlydefinedawritingmeanshandwritingtypewritingprintingphotostating
photographingandanyothermeansofrecordinganyformofcommunicationincludingbutnot
limitedtoletterswordspicturessoundsorsymbolsortheircombinationspapersmapsmagnetic
orpapertapesphotographicfilmsandprintsmotionpicturefilmandvideorecordingsmagneticor
punchedcardsdiscsdrumsanddiskettessoundrecordingsandotherdocumentsincludingdata
compilationsfromwhichinformationmaybeobtainedortranslatedAnemailisawriting

eEmailElectronicmailisaninformationaltransfersystemthatusescomputersforsending
andreceivingmessagesClassificationofemailsaspublicrecordsisdependentonthecontentofthe
messageEmailmessagesarepublicrecordswhentheyarecreatedorreceivedinthetransactionof
publicbusinessandretainedasevidenceofofficialactions
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f RecordsindexOrdinanceNo1923adoptedbytheTukwilaCityCouncilon
August212000statesthatmaintainingacentralindexofCityrecordswouldbeundulyburdensome
andcostlyandwouldinterferewithCityoperationsduetothenumberandcomplexityofrecords
generatedasaresultofthewiderangeofCityactivitiesTheCityClerkwillhoweverindexand
maintainthefollowinggeneraladministrativerecordsintheCityClerksOfficetomakethem
availableforpublicinspectionandcopying

Ordinances

Resolutions

MinutesoftheCityCouncil
CityCouncilAgendaPackets
ActiveContractsandAgreements
InterlocalAgreements

Otherrecordsthatrelatetothespecificfunctionorresponsibilityofaspecificdepartmentshallbe
maintainedintheofficesofthatdepartment

g SeparatestatutesmaybeapplicabletodisclosureofrecordsfromindividualdepartmentsThe
PublicRecordsOfficerwillcoordinateresponsestopublicrecordsrequestswiththedepartmentsand
responsiverecordsshallbemadeavailableforpublicinspectioninaccordancewithChapter4256
RCWandTukwilaMunicipalCodeChapter221

SECTION2DescriptionofCityServicesandCentralServiceOffice

TheCityofTukwilaisaWashingtonmunicipalcorporationthatprovidesthefullrangeofmunicipal
servicesthroughitsvariousdepartmentsTheCityofTukwilasCentralServiceCounterislocatedat
TukwilaCityHallCityClerksOffice6200SouthcenterBlvdTukwilaWA981882064331800

SECTION3PublicRecordsOfficerandOtherContactInformation

TheCityClerkisthePublicRecordsOfficerfortheCityofTukwilaThePublicRecordsOfficerwill
overseecompliancewiththePublicRecordsActbutmaydesignateotherCitystaffmembersto
processrequestsforpublicrecordsRefertoSection4foradditionalinformationonsubmittinga
requestforpublicrecordsIfthescopeofarequestidentifiesdocumentsthatmaybemaintainedby
multipleCitydepartmentstherequestmustbetransmittedtotheCityClerksOfficeforacoordinated
responseArequestforinformationthatdoesnotpertaintoidentifiablerecordsdoesnotconstitutea
publicrecordsrequest

aRequestsforCityrecordsRequeststoinspectorcopyanyrecordsmaintainedbytheCity
otherthanrecordsspecificallyidentifiedinitemsbthroughdonPage3shouldbemadetothe
PublicRecordsOfficerat

PublicRecordsOfficer

TukwilaCityball CityClerksOffice
6200SouthcenterBoulevard

TukwilaWA98188
Telephone2064331800
FAX2064331833

EmailTukwilaCitvClerkanTukwilaWa9ov
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bRequestsforPoliceDepartmentrecordsRequeststoinspectorcopyrecordsmaintainedby
theCitysPoliceDepartmentshouldbemadetothePoliceRecordsManagerat

TukwilaPoliceRecordsManager
6200SouthcenterBoulevard

TukwilaWA98188
Telephone2064331808
FAX2062446181

c RequestsforFireDepartmentrecordsRequeststoinspectorcopyrecordsmaintainedby
theCitysFireDepartmentrelatingtofireprotectionsystemsfireinspectionsandunderground
storagetanksshouldbemadetotheTukwilaFireDepartmentat

TukwilaFireStation51

444AndoverParkEast

TukwilaWA98188
Telephone2065754404
FAX2065752475

dRequestsforBuildingDepartmentrecordsRequeststoinspectorcopyrecordsrelatingto
buildingpermitsissuedbytheCitysBuildingDepartmentshouldbemadetotheDepartmentof
CommunityDevelopmentat

DepartmentofCommunityDevelopment
CityofTukwila
6300SouthcenterBoulevardSte100
TukwilaWA98188
Telephone2064313670
FAX2064313665

e InternetaccesstorecordsManyrecordsareavailableontheCityofTukwilaswebsiteat
httpwwwTukwilaWAgovRequestorsareencouragedtoviewthedocumentsavailableonthe
websitepriortosubmittingapublicrecordsrequestTotheextentpracticaltheCitywillstore
maintainandmakeitsrecordsavailableelectronicallyForthoseseekingresponsiverecordsin
electronicformattheCitymayprovideaccesstopublicrecordsbyprovidinglinkstothewebsite
containinganelectroniccopyoftherecordproviderecordsonadiskortransmittheresponsive
recordviaemail

SECTION4bakingaRequestforPublicRecords

aFormAnypersonwishingtorequestidentifiablepublicrecordsoftheCityshouldmakethe
requestinwritinginoneofthefollowingways

OntheapplicablePublicRecordsRequestformavailableattheCityClerksOfficeand
onlineatwwwTukwilaWagovor
ByletterfaxoremailaddressedtothePublicRecordsOfficerorapplicabledepartmental
staffasnotedinSection3itemsathroughd

Thefollowinginformationshouldbeincludedintherequest
Nameandaddressofrequestor
Contactinformationincludingtelephonenumberandemailaddress
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AdescriptionoftherequestedrecordsadequateforthePublicRecordsOfficertolocate
therecordsand
Thedateoftherequest

bOralrequestsThereisnostatutorilyrequiredformatforavalidpublicrecordsrequest
WAC441403006ArequestcanbesentinbymailemailfaxormadeorallyThePublic
RecordsOfficerorhisorherdesigneemayacceptrequestsforpublicrecordsthatcontaintheabove
informationbytelephoneorinpersonIfanoralrequestismadethePublicRecordsOfficerorhisor
herdesigneewillconfirmreceiptoftheinformationandthesubstanceoftherequestinwriting

c ReasonforrequestThepurposeofapublicrecordsrequestisnotrequiredofrequestors
excepttoestablishthatinspectionorcopyingwouldnotviolatespecificprohibitionsdefinedinstate
law

dRequestsmadedirectlytoCitydepartmentsRequestsforpublicrecordsotherthan
departmentspecificrecordsasidentifiedinSection3thataremadedirectlytoCitydepartments
shallbedeliveredbyCitystafftothePublicRecordsOfficerimmediatelyuponreceiptfor
coordinatedprocessing

e OverbroadrequestsTheCitymaynotdenyarequestforidentifiablepublicrecordssolely
becausetherequestisoverbroadThePublicRecordsOfficerorhisorherdesigneemayseek
clarificationandtheCitymayprovidetheresponsiverecordsininstallmentsovertimeasallowedby
StatelawWhenarequeststatesallrecordsrelatingto thePublicRecordsOfficerwillinterpret

therequesttobeforrecordsthatdirectlyaddressthetopic

SECTION5HoursandInspectionsofPublicRecords

aHoursforinspectionPublicrecordsareavailableforinspectionandcopyingduringthe
CitysnormalbusinesshoursMondaythroughFriday830amto500pmexcludinglegal
holidaysCitystaffandtherequestorwillmakemutuallyagreeablearrangementsfortimesof
inspectionandcopying

bPlaceofinspectionTotheextentpossiblethePublicRecordsOfficershallprovidespaceto
inspectpublicrecordsatTukwilaCityHalloratanotherCityfacilitytobedeterminedatthe
discretionofthePublicRecordsOfficerorhisorherdesigneeCitystaffandtherequestorwillmake
mutuallyagreeablearrangementsforinspection

cNotificationIftherequestorhasrequestedtoinspecttherecordsthePublicRecordsOfficer
willnotifytherequestorthattheentireresponseoraninstallmentofrecordsisavailableforinspection
andasktherequestortocontacttheCityClerksOfficetoarrangeamutuallyagreeabletimeandplace
forinspectionIftherequestorseekspapercopiesofrecordsthePublicRecordsOfficerwillnotify
therequestorofanestimatedprepaymentamountfortherecordsThatamountwillincludethecostof
amailingcontainerandpostagefeesiftherequestorasksfortheresponsiverecordstobemailedto
theirmailingaddress

dInspectionofrecordsTherequestormustreviewtheassembledrecordswithin30calendar
daysofthePublicRecordsOfficersnotificationthattherecordsareavailableforinspectionor
copyingThePublicRecordsOfficerwillnotifytherequestorinwritingofthisrequirementand
suggestthattherequestorcontacttheagencytomakearrangementstoviewtheidentifiedrecords
ThereisnofeeforinspectionofpublicrecordsArequestormaynotremovedocumentsfromthe
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viewingareaordisassembleoralteranydocumentandaCitystaffmemberwillbepresentduringthe
recordsinspectionIftherequestorfailstoclaimorreviewtherecordswithin30daysormakeother
arrangementsthePublicRecordsOfficerwillclosetherequest

e ProvidingcopiesofrecordsUponcompletionoftherequestorsreviewofrecordsthe
requestorshallindicatewhichdocumentstheywouldliketohavecopiedifanybyusingamutually
agreeduponnonpermanentmethodofidentifyingthedesiredrecordsAfterinspectioniscomplete
thePublicRecordsOfficerwillarrangeforthecopyingoftheselectedrecords
RefertoSection9forinformationoncostsassociatedwithobtainingcopiesofrecords

f CompletionofinspectionWhentheinspectionoftheassembledrecordsiscompleteandall
requestedcopiesareprovidedthePublicRecordsOfficerwillprovidewrittennoticetotherequestor
thattheCityhascompletedadiligentsearchfortherequestedrecordsandinadeanylocatednon
exemptrecordsavailableforinspectionandthattheirrequestisconsideredfulfilled

SECTION6ProcessingPublicRecordsRequests

aProvidingpublicserviceTheCitywillprovidefullaccesstopublicrecordswhile
protectingtherecordsfromdamageordisorganizationandpreventingexcessiveinterferencewith
essentialfunctionsoftheCityStaffwillprovidethefullestassistancetorequestorsandprovide
timelyactiononpublicrecordsrequestsAllassistancenecessarytohelprequestorslocateparticular
responsiverecordsshallbeprovidedbythePublicRecordsOfficerprovidedthatthegivingofsuch
assistancedoesnotunreasonablydisruptthedailyoperationsoftheCityClerksOfficeorotherduties
ofanyassistingemployeesinotherCitydepartments

bOrderforprocessingrequestsThePublicRecordsOfficerwillprocessrequestsinanorder
allowingthemostrequeststobeprocessedinthemostefficientmanner

cAcknowledgingreceiptandfulfillingrequestsAresponsetoapublicrecordsrequestmust
beprovidedwithin5businessdaysofreceiptoftherequestIncalculatingthe5dayresponsetime
thedaytherequestwasreceivedlegalholidaysandSaturdayandSundayareexcludedWithinthe
5businessdayperiodthePublicRecordsOfficerwilldooneormoreofthefollowing

1Maketherecordavailableforinspectionorcopying
2Provideaninternetaddressandlinkontheagencyswebsitetothespecificrecords

requested

3Acknowledgethattherequesthasbeenreceivedandprovideareasonableestimateofwhen
recordswillbeavailable

4Denytherequestandprovideastatutoryreasonastowhytherequestisbeingdenied

ThePublicRecordsOfficerorhisorherdesigneemayseekclarifyinginformationfromtherequestor
asneededtofulfilltherequest

dReasonableestimateoftimetorespondIftheCityisnotabletoprovidetherequested
recordswithinthe5businessdayperiodthePublicRecordsOfficermustprovideareasonable
estimateofthetimeitwilltaketofullyrespondtotherequestAdditionaltimemaybeneededby
stafftoclarifythescopeoftherequestlocateandassembletherecordsredactconfidential
informationprepareanexemptionlogandorconsultwiththeCityAttorneyaboutwhetherthe
recordsareexemptfromdisclosureShouldanextensionoftimebenecessarytofulfilltherequest
thePublicRecordsOfficerwillprovidearevisedestimateandexplainthechangedcircumstances
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eUnanticipatedissuesaffectingresponseIftheCitydoesnotrespondinwritingwithin5
businessdaysofreceiptoftherequestfordisclosuretherequestorisencouragedtocontactthePublic
RecordsOfficertoensuretherequestwasreceivedUnanticipatedissueswithtechnologyorpostal
mailcouldaffectthedeliverabilityofrequeststothePublicRecordsOfficer

f RecordproductioninstallmentsdepositIftheidentifiedrecordsconstitutealargevolume
thePublicRecordsOfficermayrequireadepositof10oftheestimatedcostandestablishan
installmentplantoprovideresponsivedocumentstotherequestorUponcompletionofthefirst
installmentthePublicRecordsOfficerwillnotifytherequestorinwritingofthequantityofrecords
availableandincludethecostsassociatedwiththefirstinstallmentThePublicRecordsOfficerwill
alsoincludeinthenoticeanestimateddateforthenextinstallmentPaymentforinstallmentsmustbe
madewithin30daysofnotificationofavailabilityinorderforfurtherinstallmentstobeprovidedIf
therequestorfailstopaythedepositinspectasetofrecordsandorpayforaninstallmentwithin30
daysofnotificationthePublicRecordsOfficermaystopsearchingfortheremainingrecordsand
closetherequestperRCW4256120

gClosingcancelledorabandonedrequestsIfarequestiscancelledorarequestorfailsto
fulfilltheirobligationstoinspecttherecordsfailstopaythedepositorfinalpaymentforthe
requestedcopiesorfailstoclarifyanunclearrequestthePublicRecordsOfficerwillclosethe
requestandindicatetotherequestorthattheCityhasclosedtherequestThePublicRecordsOfficer
willdocumentclosureoftherequestandtheconditionsthatledtoclosure

hDocumentsdiscoveredlaterIfafterthePublicRecordsOfficerhasinformedtherequestor
thattheCityhasprovidedallavailablerecordstheCitybecomesawareofadditionalresponsive
documentsthatexistedonthedateoftherequestthePublicRecordsOfficerwillpromptlyinformthe
requestoroftheadditionaldocumentsandprovidethemonanexpeditedbasis

i ConsequencesofdisclosingarecordinerrorTheCityanditsofficialsoremployeesare
notliableforlossordamagebasedonreleaseofapublicrecordiftheCityofficialoremployeeacted
ingoodfaithinattemptingtocomplywiththePublicRecordsAct

j NodutytocreaterecordsTheCityisnotobligatedtocreateanewrecordtosatisfya
recordsrequestorprovideinformationinaformatthatisdifferentfromtheoriginalrecord
HowevertheCitymayatitsdiscretioncreatesuchanewrecordtofulfilltherequestwhereitmay
beeasierfortheCitytocreatearecordresponsivetotherequestthantocollectandmakeavailable
voluminousrecordsthatcontainsmallpiecesofinformationresponsivetotherequest

ksupplementedresponsesTheCityisnotobligatedtoholdcurrentrecordsrequestsopento
respondtorequestsforrecordsthatmaybecreatedinthefuture

1 DepartmentallogofpublicrecordsrequestsAlldepartmentsoftheCityacceptingand
fulfillingpublicrecordsrequestsshallmaintainanelectroniclogoftherequeststoincludethe
followinginformationbutnotlimitedtonameofrequesterrequestdescriptiondateof5dayletter
dateoffulfillmentdetailofresponsivedocumentstoincludequantityandamountchargedforcopies
andfilelocationandnameforelectroniccopiesarnountofstafftimeutilizedinfillingtherequest
andthedatedocumentsrelatedtoprocessingtherequestcanbedestroyedWhennetworkdrivesand
emailsystemsaresearchedinresponsetoapublicrecordsrequestkeywordlistsandinformation
regardingthedrivessearchedshallalsobemaintained
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SECTION7RecordsRetention

aRetentionofrecordsTheCityisnotrequiredtoretainallrecordsitcreatesorusesThe
CitywillretainitsrecordsinaccordancewiththeWashingtonStateArchives RecordsRetention

ScheduleswhichareavailableatwwwsecstatewasiovarclaivesasasnxRetentionperiodsvary
basedonthecontentoftherecord

bPreservingrequestedrecordsPublicrecordsmaynotbedestroyedperaretention schedule

ifapublicrecordsrequestoractualoranticipatedlitigationispendingIfarequestedrecordis
scheduledfordestructionundertheStatesrecordsretentionscheduletherecordmaynotbe
destroyeduntilthepublicdisclosurerequestorlitigationhasbeenresolvedandmetits retention

OncearequesthasbeenclosedthePublicRecordsOfficermaydestroytherecord inaccordancewith

theretentionschedule

SECTION8ExemptandProhibitedDisclosureofPublicRecords

aRecordsexemptfromdisclosureThePublicRecordsActprovidesthatanumberof
documenttypesandinformationareprohibitedfrombeingdisclosedorareexemptfrompublic
disclosureinwholeorinpartRCW4256210TheCityisnotrequiredtopermitpublicinspection
andcopyingofrecordsforwhichpublicdisclosureoftherecordisprohibitedrestricted orlimitedby

stateorfederalstatuteorregulationIftheCitybelievesthatarecordisexemptfromdisclosureand
shouldbewithheldthePublicRecordsOfficerwillstatethespecificexemptionandprovideabrief
explanationofwhytherecordoraportionoftherecordisbeingwithheld Whenapublicrecordis

exemptfromdisclosureunderthePublicRecordsActtheexemptiondoes notapplyiftheinformation
thatmightviolatepersonalprivacyorvitalgovernmentinterestscanbedeletedfrom therecordsbeing

disclosed

AcurrentlistoftheseprohibitionsandexemptionswillbeprovideduponrequestbythePublic
RecordsOfficerandarecontainedinRCW4256Informationonotherspecificexemptionsand
prohibitionstatutescanalsobefoundontheMunicipalResearchandServices CenterofWashington

MRSCwebsiteintheirpublicationtitledPublicRecordsActforWashingtonCities Countiesand

SpecialPurposeDistrictsAppendixC

bRedactionsIfonlyaportionofarecordisexemptfromdisclosurethePublicRecords
Officerwillredacttheexemptportionsprovidethenonexemptportionsandindicatetotherequester
whyportionsoftherecordhavebeenredactedDeletedorredactedportions ofdisclosedrecordswill

beidentifiedinanexemptionlog

cTheCitysfailuretolistanexemptionshallnotaffecttheeffectivenessoftheexemption
dPerRCW42560709theCityisnotauthorizedtoprovidelistsofindividualstobeusedfor

commercialpurposes

eProtectingRightsofOthersForrequestedrecordsthatcontaininformationthatmay affect

therightsofothersandmaybeexemptfromdisclosurethePublicRecordsOfficermaygive noticeto

thosewhoserightsmaybeaffectedbythedisclosurepriortoprovidingtherecordstotherequestor
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SECTION9ChargesforProvidingCopiesofPublicRecords

PerstatelawtheCityisnotallowedtochargeforlocatingapublicrecordorformakingrecords
availableforrevieworinspectionTheCitymaychargefortheactualcostsofcopyingpublic
recordsincludingthestafftimespentmakingthecopies

aFeescheduleThechargeforstandardsize812x11blackandwhitephotocopiesis
015persinglesidedpageand030perdoublesidedpageActualcostsofreproduction ofoffsize

orcolorcopiesandnonstandardformatssuchasphotographsorblueprintswillbebilleddirectly to

therequesterWhenrecordsareprovidedelectronicallyonaCDDVDorotherelectronicdevice the

requestorwillbechargedforthecostoftheelectronicstoragedevice
bCertifiedcopiesIftherequestorisseekingacertifiedcopyofaCityrecordanadditional

chargeof100pereachcompletedocumentmaybeappliedtocovertheadditionalexpense andtime

requiredforcertification

cScanningpaperdocumentsIfarequestorasksforresponsivepaperrecordstobeconverted
toanelectronicformatsuchasPDFthecostof015perpagewillbeassessedtoscanthepaper
recordsIftherecordsareprovidedelectronicallyonaCDDVDorotherelectronicstoragedevice
therequestorwillalsobechargedforthecostoftheelectronicstoragedevice

dMailingchargesTheCitywillchargeactualcoststoincludethemailingcontainerand
postageassociatedwiththemailingofpackagestotherequestor

e SalestaxTheCitywillnotchargesalestaxonthecostforcopiesofrecordsmadeatCity
facilities

END

TitlePUBLICRECORDSREQUESTPOLICE InitiatingDepartment

CityClerksOffice

Approvedby tyA

ShelleyKerslake
EffectiveDate Supercedes MayorsOfficeA val gnature
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DavidClineCityAdministrator


