
WAC 391-15-040  Agency records—Availability—Organization—Re-
quests.  (1) Hours for inspection of records. Public records are 
available for inspection and copying during normal business hours, 
Monday through Friday, 8:00 a.m. to 5:00 p.m., excluding legal holi-
days. Records must be inspected at the agency's Olympia office.

(2) Organization of records. The agency will maintain its records 
in a reasonably organized manner. The agency will take reasonable ac-
tions to protect records from damage and disorganization. A requestor 
may not take agency records from its offices without the permission of 
the public records officer or designee. A variety of records are 
available on the agency website at www.perc.wa.gov. Requestors are en-
couraged to view the documents available on the website before submit-
ting a records request.

(3) Making a request for public records.
(a) Any person wishing to inspect or copy the agency's public re-

cords should make the request by email to info@perc.wa.gov, by letter, 
or by submitting the request in person at the agency's Olympia office 
addressed to the public records officer and including the following 
information:

(i) Name of requestor;
(ii) Email address, mailing address, and telephone number of the 

requestor;
(iii) Identification of the public records adequate for the pub-

lic records officer or designee to locate the records; and
(iv) The date and time of the request.
(b) If the requestor wishes to have copies of the records made 

instead of simply inspecting them, the requestor should so indicate 
and make arrangements to pay for copies of the records or make a de-
posit.

(c) The public records officer or designee may accept oral re-
quests for public records that contain the above information by tele-
phone or in person. If the public records officer or designee accepts 
an oral request, the records officer will confirm receipt of the in-
formation and the substance of the request in writing.

(d) If requestors refuse to identify themselves or provide suffi-
cient contact information, the agency will respond to the extent fea-
sible and consistent with the law.
[Statutory Authority: RCW 28B.52.080, 41.56.090, 41.58.050, 41.59.110, 
41.76.060, 41.80.080, 47.64.135, and 49.39.060. WSR 22-23-101, § 
391-15-040, filed 11/16/22, effective 1/1/23.]
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