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WAC 48-12-010 Purpose. The purpose of this
chapter shall be to insure compliance by the state audi-
tor with the provisions of chapter 1, Laws of 1973 (Ini-
tiative 276) disclosure—campaign—finances—lobbying—
records; and in particular with sections 25-32 of that
act, dealing with public records. [Order 73-2, § 48-12-
010, filed 6/18/73.]

WAC 48-12-020 Definitions. (1) "Public Record"
includes any writing containing information relating to
the conduct of governmental or the performance of any
governmental or proprietary function prepared, owned,
used or retained by any state or local agency regardless
of physical form or characteristics.

(2) WRITING. "Writing means handwriting, type-
writing, printing, photostating, photographing, and every
other means of recording any form of communication or
representation, including letters, words, pictures, sounds;
or symbols, or combination thereof, and all papers,
maps, magnetic or paper tapes, photographic films and
prints, magnetic or punched cards, discs, drums and
other documents". ,

(3) OFFICE OF STATE AUDITOR. The state au-
ditor is the executive officer elected by the voters pursu-
ant to Article III, section 20, Washington state
Constitution and chapter 43.09 RCW. The state auditor
shall hereinafter be referred to as the "Office of State
Auditor". Where appropriate, the term Office of State

Auditor also refers to the staff and employees of the
state auditor. [Order 73-2, § 48-12-020, filed
6/18/73.]

WAC 48-12-030 Description of central and field
organization of Office of State Auditor. (1) OFFICE OF
STATE AUDITOR. The state auditor is an elective of-
ficer. The Administrative Office of the Office of State
Auditor and its staff are located on the 2nd Floor, Leg-
islative Building, Olympia, Washington. [Order 73-2, §
48-12-030, filed 6/18/73.]

WAC 48-12-040 Operations and procedures. (1)
The Office of State Auditor is compesed of four divi-
sions under the direction of the state auditor. These di-
visions are: Division of Administration, Division of
Departmental Audits, Division of Municipal Corpora-
tions and Division of Management and Fiscal Systems.
The Division of Administration is located on the 2nd
Floor, Legislative Building, Olympia, Washington and
coordinates the fiscal functions of all divisions including
budgeting, accounting, procurement and personnel pro-
cedures. The division also has a Word Processing Center
(WPC) that processes edited audit reports of the audit
divisions to final draft and delivery of completed reports.
The permanent files of reports are maintained in
Olympia. The Division of Administration is staffed by
the elected state auditor, assistant state auditor, deputy
state auditor, confidential secretary and classified per-
sonnel as required.

(2) The Division of Departmental Audits (DDA) is
located on the 2nd Floor, Legislative Building, Olympia,
Washington and examines and reports on the operations
of all state departments, agencies, officials, boards,
commissions and authorities. Examinations are per-
formed by state examiners under the direct supervision
of a team leader, directed by an assistant chief examiner
as assigned by the chief examiner (Deputy State Audi-
tor) of the division. Examinations are made in accord-
ance with the procedures contained in the DDA Audit
Procedures Manual. Field report drafts are prepared
showing the result of the examination. Field drafts are
reviewed, corrected, and edited as required before the
WPC prepares the preliminary drafts. The preliminary
drafts are submitted to agency heads of the examined
agencies for their review and comment. After a reason-
able time for review, if no comment is received from the
affected agency, the report is completed in final draft for
filing as required by law. If reply is made by an agency,
such comment and/or exceptions are reviewed and
where appropriate are included in the report before offi-
cial filing and transmittal.
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(3) The Division of Municipal Corporations (DMC) is
located on the 3rd Floor, Insurance Building, Olympia,
Washington and examines and reports on the fiscal-le-
gal affairs of all local governmental entities such as
counties, cities, towns, school districts, port districts,
public hospital districts, etc. Examinations are per-
formed by state examiners under the direct supervision
of a regional supervisor, the latter being directed by an
assistant chief examiner as assigned by the chief exam-
iner (Deputy State Auditor) of the division. Examina-
tions are made in accordance with the procedures
contained in the DMC Audit Programs and Audit Pro-
cedures Manuals. Field report drafts are prepared show-
ing the result of the examination. Field drafts are
reviewed, corrected and edited as required before the
WPC prepares the preliminary drafts. The preliminary
drafts are submitted to governing heads of examined lo-
cal governments for their review and comment. After a
reasonable time for review, if no comment is made by
the governing head of the affected municipal corpora-
tion, the report is completed in final draft for filing as
required by law. If reply is made by the governing head,
such comments and/or exceptions are given consider-
ation for inclusion in the report before official filing and
transmittal.

(4) The Division of Management and Fiscal Systems
(MAFS) is located on the 3rd Floor, Insurance Building,
Olympia, Washington and functions in an advisory or
staff capacity to line audit divisions. The division has
two sections (1) audit support, and (2) systems develop-
ment. The staff services include (1) providing audit sup-
port and training to field examiners involved in EDP and
systems audit applications, (2) design and development
of financial systems incorporating modern budgeting,
accounting and reporting concepts, and (3) produces fi-
nancial and statistical data and reports required of the
state auditor including the biennial report to the legisla-
ture. Each section is staffed by state examiners super-
vised by an administrative assistant (Deputy State
Auditor). The products of these sections are report and
system drafts submitted to the line audit divisions. [Or-
der 73-2, § 48-12-040, filed 6/18/73.]

WAC 48-12-050 Public records available. All pub-
lic records of the Office of State Auditor, as defined in
WAC 48-12-130 are deemed to be available for public
inspection and copying pursuant to these rules, except as
otherwise provided by section 31, chapter 1, Laws of
1973 and WAC 48-12-100. [Order 73-2, § 48-12-050,
filed 6/18/73.]

WAC 48-12-060 Public records officer. A public
records officer in the Office of State Auditor, designated
by the state auditor, shall be in charge of public records.
The person so designated shall be located in the Admin-
istrative Office of the Office of State Auditor. The pub-
lic records officer shall be responsible for the following:
The implementation of the Office of State Auditor rules
and regulations regarding release of public records, co-
ordinating the staff of the Office of State Auditor in this
regard, and g?nerally insuring compliance by the staff
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with the public records disclosure requirements of chap-
ter 1, Laws of 1973, [Order 73-2, § 48-12-060, filed
6/18/73.]

WAC 48-12-070 Office hours. Public records shall
be available for inspection and copying during the cus-
tomary office hours of the Office of State Auditor. For
the purposes of this chapter, the customary office hours
shall be from 9:00 a.m. to noon and from 1:00 p.m. to
4:00 p.m., Monday through Friday, excluding legal holi-
days. [Order 73-2, § 48-12-070, filed 6/18/73.]

WAC 48-12-080 Requests for public records. In ac-
cordance with requirements of chapter 1, Laws of 1973
that agencies prevent unreasonable invasions of privacy,
protect public records from damage or disorganization,
and prevent excessive interference with essential func-
tions of the agency, public records may be inspected or
copied or copies of such records may be obtained, by
members of the public, upon compliance with the fol-
lowing procedures:

(1) A request shall be made in writing upon a form
prescribed by the Office of State Auditor which shall be
available at its administrative office. The form shall be
presented to the public records officer; or to any member
of the Office of State Auditor staff if the public records
officer is not available at the administrative office of
state auditor during customary office hours. The request
shall include the following information:

(a) The name of the person requesting the record,;

(b) The time of day and calendar date on which the
request was made;

(c) The nature of the request;

(d) If the matter requested is referenced within the
current index maintained by the records officer, a refer-
ence to the requested record as it is described in such
current index; ,

(e) If the requested matter is not identifiable by ref-
erence to the Office of State Auditor current index, an
appropriate description of the record requested.

(2) In all cases in which a member of the public is
making a request, it shall be the obligation of the public
records officer or staff member to whom the request is
made, to assist the member of the public in appropriate-
ly identifying the public record requested. [Order 73-2,
§ 48-12-080, filed 6/18/73.]

WAC 48-12-090 Copying. (1) No fee shall be
charged for the inspection of public records. The Office
of State Auditor shall charge a fee of ten cents per page
of copy for providing copies of public records and for use
of the Office of State Auditor copy equipment. This
charge is the amount necessary to reimburse the state
for its actual costs incident to such copying.

(2) Handwritten copying will be permitted without
charge when accomplished by the one making the re-
quest and completed within the designated hours. [Order
73-2, § 48-12-090, filed 6/18/73.]

WAC 48-12-100 Exemptions. (1) The Office of
State Auditor reserves the right to determine that a
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public record requested in accordance with the proce-
dures outlined in WAC 48-12-080 is exempt under the
provisions of section 31, chapter 1, Laws of 1973.

(2) In addition, pursuant to section 26, chapter 1,
Laws of 1973, the Office of State Auditor reserves the
right to delete identifying details when it makes avail-
able or publishes any public record, in any cases when
there is reason to believe that disclosure of such details
would be an invasion of personal privacy protected by
chapter 1, Laws of 1973. The public records officer will
fully justify such deletion in writing.

(3) All denials of requests for public records will be
accompanied by a written statement specifying the rea-
son for the denial, including a statement of the specific
exemption authorizing the withholding of the record and
a brief explanation of how the exemption applies to the
record withheld. [Order 73-2, § 48-12-100, filed
6/18/73.]

WAC 48-12-110 Review of denials of public records
requests. (1) Any person who objects to the denial of a
request for a public record may petition for prompt re-
view of such decision by tendering a written request for
review. The written request shall specifically refer to the
written statement by the public records officer or other
staff member which constituted or accompanied the
denial.

(2) Immediately after receiving a written request for
review of a decision denying a public record, the public
records officer or other staff member denying the re-
quest shall refer it to the state auditor of the Office of
State Auditor. The state auditor or assistant state audi-
tor, if the state auditor will be unavailable during the
time for appeal, shall immediately consider the matter
and either affirm or reverse such denial. In any case the
request shall be returned with a final decision, within
two business days following the original denial.

(3) Administrative remedies shall not be considered
exhausted until the state auditor has returned the peti-
tion with a decision or until the close of the second busi-
ness day following denial of inspection, whichever occurs
first. [Order 73-2, § 48-12-110, filed 6/18/73.]

WAC 48-12-120 Protection of public records. All
records of the Office of State Auditor subject to inspec-
tion and review are available through the main office at
Olympia. Due care will be exercised by the user to pro-
tect the records from damage and/or disorganization.
No records will be removed from the main office, and all
records will be reviewed under the supervision of the
public records officer or his designee. [Order 73-2, §
48-12-120, filed 6/18/73.]

~ WAC 48-12-130 Records index. (1) INDEX. The
‘Office of State Auditor has available to all persons a
current index which provides identifying information as
to the following records issued, adopted or promulgated
since June 30, 1972.
"(a) final opinions, including concurring and
dissenting opinions, as well as orders, made in
the adjudication of cases;
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"(b) those statements of policy and interpreta-
tions of policy, statute and the Constitution
which have been adopted by the agency;

"(c) administrative staff manuals and instruc-
tions to staff that affect a member of the public;
"(d) planning policies and goals, and interim
and final planning decisions;

“(e) factual staff reports and studies, factual
consultant's reports and studies, scientific re-
ports and studies, and any other factual infor-
mation derived from tests, studies, reports or
surveys, whether conducted by public employees
or others; and

"(f) correspondence, and materials referred to
therein, by and with the agency relating to any
regulatory, supervisory or enforcement responsi-
bilities of the agency, whereby the agency de-
termines, or opines upon, or is asked to
determine or opine upon, the rights of the state,
the public, a subdivision of state government, or
of any private party".

(2) AVAILABILITY. The current index promulgated
by the Office of State Auditor shall be available to all
persons under the same rules and on the same conditions
as are applied to public records available for inspection.
[Order 73-2, § 48-12-130, filed 6/18/73.]

WAC 48-12-140 Communication with agency. All
communication with the Office of State Auditor includ-
ing but not limited to the submission of materials per-
taining to its operations and/or the administration or the
administration or enforcement of chapter 1, Laws of
1973 and these rules; requests for copies of the Office of
State Auditor decisions and other matters, shall be ad-
dressed as follows: Office of State Auditor, c¢/o Public
Records Officer, Legislative Building, Olympia,
Washington 98504. [Order 73-2, § 48-12-140, filed
6/18/73.]

WAC 48-12-150 Adoption of form. The Office of
State Auditor hereby adopts for use by all persons re-
questing inspection and/or copying or copies of its re-
cords, the form attached hereto as Appendix No. 1,
entitled "Request for Public Record". [Order 73-2, §
48-12-150, filed 6/18/73.]

WAC 48-12-990 Appendix Neo. 1 Form——
Request for public record.

APPENDIX NO. 1
REQUEST FOR PUBLIC RECORD

(Time stamp space)

TO: OFFICE OF STATE AUDITOR

(a) Name of person requesting public record(s)

(Mailing address of applicant) (Phone number)
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(B) e caaaan (Date of request)

(d) Identification Reference on Current Index: ... __________
(Please describe)

(e) Description of record or matter requested if not identifiable by
reference to the Office of State Auditor's current index: ____.__

(f) Ttis agreed that the records requested herein, if containing lists of
individual, will not be used for commercial purposes.

{Order 73-2, Appendix No. 1 (codified as WAC 48-12-
990), filed 6/18/73.]

Chapter 48-16 WAC

STATE ENVIRONMENTAL POLICY ACT
GUIDELINES

WAC
48-16-010 Agency activities exempt.

WAC 48-16-010 Agency activities exempt. The ac-
tivities of the State Auditor's Office as they existed on
December 12, 1975, have been exempted by the Council -
on Environmental Policy in WAC 197-10-175(12)(b).
All authorized activities of the State Auditor's Office
have been reviewed and found to fall within the exempt-
ed category. This regulation is adopted in conformance
with WAC 197-10-800(4). [Order 76-3, § 48-16-010,
filed 10/1/76.] '
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