
WAC 257-02-100  Requests for public records.  (1) All requests 
for inspection or copying made in person at the authority's office 
shall be made on a form that includes:

(a) The name and address of the person making the request;
(b) The organization or group that the person represents;
(c) The calendar date and time of day of the inspection request;
(d) A description of the public records requested;
(e) A statement that the record will not be used for commercial 

purposes.
(2) A request for inspection or copying of public records may be 

made by mail in a letter containing the following information:
(a) The name and address of the person making the request;
(b) The organization or group that the person represents;
(c) The time of day and the calendar date on which the person 

wishes to inspect the public records;
(d) A description of the public records requested;
(e) A statement whether access to copying equipment is desired;
(f) A phone number where the person can be reached in case the 

public records officer or designee needs to contact the person for 
further description of the material or any other reason;

(g) A statement that the record will not be used for commercial 
purposes.

(3) All requests by mail should be received at the authority at 
least three business days before the requested date of inspection to 
allow the public records officer or designee to make certain the re-
quested records are available and not exempt and, if necessary, to 
contact the person requesting inspection.

(4) The authority may, in its discretion, fill requests made by 
telephone.
[Statutory Authority: RCW 74.39A.280(3) and 74.39A.230 (1) and (2). 
WSR 04-20-110, § 257-02-100, filed 10/6/04, effective 11/6/04.]
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