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Effective Date of Rule:

Purpose:
date.
public records requests within the

Citation of Rules Affected by
434-12A WAC.

Statutory Authority for Adoption:

Adopted under notice filed as
Number of Sections Adopted in

11:27 a.m., effective January 4,

2026]

Thirty-one days after filing.
The current rules under chapter 434-12A WAC are out-of-
The amendments update and clarify procedures for responding to

office of secretary of state.
this Order: Amending chapter

Chapter 42.56 RCW.
WSR 25-13-029 on July 11, 2025.
Order to Comply with Federal Stat-

ute: New 0, Amended 0, Repealed 0; Federal Rules or Standards: New O,
Amended 0, Repealed 0; or Recently Enacted State Statutes: New O,
Amended 0, Repealed 0.

Number of Sections Adopted at the Request of a Nongovernmental
Entity: New 0, Amended 0, Repealed O.

Number of Sections Adopted on the Agency's own Initiative: New 2,
Amended 7, Repealed 2.

Number of Sections Adopted in Order to Clarify, Streamline, or
Reform Agency Procedures: New 2, Amended 7, Repealed 2.

Number of Sections Adopted using Negotiated Rule Making: New O,
Amended 0, Repealed 0; Pilot Rule Making: New 0, Amended 0, Repealed
0; or Other Alternative Rule Making: New 0, Amended 0, Repealed O.

Date Adopted: December 4, 2025.

Amanda Doyle
Chief of Staff

RDS-6286.2

AMENDATORY SECTION
2/28/009)

(Amending WSR 09-04-026, filed 1/28/09, effective

WAC 434-12A-010 Authority and purpose. (1) RCW 42.56.070(1) re-
quires each agency to make available ( (fer—inspection—and——ecopying—Haon—

exempEt)) "public records" in accordance with published rules ( (Fhe
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oV e H '~ '~ 7 oA Sh > T~ - EASAS 7 t v >
tained—by—the—ageney<-)) RCW 42.56.070(2) requires each agency to set

forth "for informational purposes" every law, in addition to the Pub-
lic Records Act (the "act"), that exempts or prohibits the disclosure
of public records held by that agency.

(2) The purpose of ((¥hese—rultes)) this chapter is to establish
the ((proeedures)) rules the office of the secretary of state (the
"office") will follow in order to provide full access to public re-
cords. ' ' ' ' '
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effective

filed 1/28/09,

(Amending WSR 09-04-026,

AMENDATORY SECTION

2/28/09)

All public records of

WAC 434-12A-040 Public records available.
the office are deemed to be available for the public
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Washington State Register WSR 26-01-013
NEW SECTION

WAC 434-12A-042 Making a request for public records. In accord-
ance with chapter 42.56 RCW, the public may request to inspect or copy
records as follows:

(1) Submit a request through one of the following methods:

(a) Online at www.sos.wa.gov;

(b) Email to PublicRecords@sos.wa.gov;

(c) Mail to P.O. Box 40224, Olympia, WA 98504-0224;

(d) Fax to 360-704-7830; or

(e) Verbally by phone at 360-704-5220 or in person. The public

records officer or designee will confirm receipt of request in writ-
ing. The office will presume that the request is fully and accurately
described in this confirmation unless the requestor promptly indicates
otherwise in writing.

(2) Requestors may be asked to include the following information
with their records request:

(a) Name of requestor. Identity of requestor may be required if
the records sought are limited to a particular group;

(b) Other contact information, such as email address, physical
address, or telephone number;

(c) The calendar date of the request;

(d) The nature of the request; and

(e) A specific description of the public records, adequate for
the public records officer or designee to locate the records.

(3) If the requestor wishes to have copies of the records made
instead of inspecting them, they should so indicate.

(4) When requesting a list of individuals, the requestor may be
required to complete a statement agreeing not to release or use the
information for commercial purposes.

(5) Requests must be made for identifiable public records and the
office may ask for clarification when necessary. The public records
officer or designee is not able to answer questions about the nature
of records or their use.

AMENDATORY SECTION (Amending WSR 17-22-047, filed 10/25/17, effective
11/25/17)

WAC 434-12A-045 Processing of public records requests((——Geﬁef-

m m

al)). (1) Prov1d1ng fullest assistance. ( (Fhre—office—-of +the seere
+ Nz £ o+ 4+ 1o o~~~ Ny o oo EICE I~ SN SN SO IR ANV O | o gl g~ Ny otz A
L.,(.A.J__Y . [ & iy w - J.l(.A.J_v A\ 8 L/_Y o C A CTOCT W LT CTT (_A.\J.Ut/k_,_LJ.J.v [ S W R =] WIT I I t/J_UV_L\J.
foar Wherr 24+ oo ] Won vz A £-111 ~ A~~~ il e~ A~ W LLEZNEV AN T
[E S N TV J /A" S S - t/J_UV_L\J. [ S U5 R (& [N |y t/uL/_L_L 1 UJ—\A&), t/J_UL., C 1
cnrda Fory Ao N I RPN NN =2 S PN L B | NN TN~ = Ao oty EEEANE S NS S NS SN~

A\ N B W 1T \Aullluv A \J._Lg)uJ_v(_A.J.J._LL.(_AL_,_LUJ.J., t/J_ A\ T oo LV [ S Ny [ S - 1 T
1+ +hh canarnt 4~ £~ o e £ + 1 BN TR | B SNV T | w11 ot ~caaa
W LT CTT o CTT 1 [ ITC1TTr T N SN W i A C 1O To . CTIT (_A.v T _Y, t/J_UV_L\A [ S U5 R o O (&7 IS e e e )
EoEENPOND N L PN E = SN A A N~ A + W~ 2~ 5 I K1 ~ o~ o PN I
T |y 1 \.1u l;.)L.,UJ_L), [ Euaw t/J_\JV_L\A CTIT I35 ANy w C LTI _L_Y t/uk)k)—LU_L (&N C1TUI1T Tl
ptbtie records—reguests<)) The public records officer or designee will

provide the fullest assistance alongside the most timely possible ac-
tion to requestors, without excessive interference to other essential
functions of the office. The public records officer or designee will
process requests in ((£hke)) an order allowing the most requests to be
processed in the most efficient manner.

(2) Acknowledging receipt of request. Within five business days
of receipt of the request, the public records officer or designee will
do one or more of the following:
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(a) ((Make—+the—reecords—avaitabtefor inspection—or—copyings))

Provide the record or make the records available for inspection or
copving, either in hard copy or electronically;

(b) Provide ((eepies—ef—the—records;—either in hardecopyor—ectee—

1 £ o Iy 1 roarria ot A e v))
p o E= SOy CIT oot s tTtoTy oL

tronieatty—opon—payment—of any appltieca
an online link to the record. If the requestor notifies the office
they cannot access records through the internet, then the public re-
cords officer or designee will provide copies of the record or allow
the requestor to view copies;

(c) Provide a reasonable estimate of when records will be availa-

ble; ((ex))

(d) ((FH—the—reguest—is—unctearordoeshnot—sufficientdy identifty
the—reguested—reecordsy)) Request clarification from the requestor if
the reqguest is unclear or does not sufficiently identifyv the reguested

( = - ’

records. ((Suweh—elarification may bereguested and providedPby—tele—
phere~)) The public records officer or designee may revise the esti-

mate of when records will be available or close the request if the re-
guestor fails to clarify the request within five business days of no-
tice; or

(e) Deny the request. Denials will be accompanied by a written
statement citing specific reasons for denial.

(3) ((Consequences—eof failure to respond-)) Delayed responses. If

the ((effiee—-of+the sceretarvof state does—rnot—respend)) requestor
does not receive a response in writing within five business days of
((reeeipt—of)) submitting the request for disclosure, the requestor

should consider contacting the public records officer to determine the
reason for the ((faiture—to—respend)) delay and to determine whether
their request was received.

(4) Protecting rights of others. ((Ffg—the—event—£that)) If the re-
quested records contain information that may affect the rights of oth-
ers and may be exempt from disclosure, the public records officer or

designee may ( (—prior—teo—providing—thereecords;—give)) provide notice
to ((sweh—eothers—wheserightsmay beaffeected by thediseteosure)) Lhe
persons named in the records, before providing records to the reques-
tor. ((Swehk)) Notice should be given so as to make it possible for
those ((ethe¥)) persons named to contact the requestor and ask ( (him
e¥r—her)) them to revise the request, or, if necessary, seek an order

from a court to prevent or limit the disclosure. The notice to the af-
fected persons will include a copy of the request. Due to these noti-
fications, fulfillment of the request may be delayed.

PR [ P, [P IO | I TE +1 £ o £+ et o s
1T A\ B ErWD I I S U ) U R I LT WIT OO L . LT b/(_A.J. T e P S CITT |\ N S N A CITT =) > L_(_A.J._Y
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L o C T T Py P S — \4 =) CITITTACT (&Y \NPAW N SR W § e N Lllb/k_ 1T OTIT A\ R ErWD I P S U N ) O i AT [CRPAWAW LW §
N P T AP IR + [, N I IR, P P Sy B T RS S + P I = ST
vy W I CTITT J.\_A, CITT b/\.ALIJ.J_k/ - A\ AW R W ) |\ N S N - W I IO o C T T CITT u_)b/ |20 N S ) 2y Lllb/
R A, IR GRg P A sel a3~ R, S PR | e o et 3 o £
C1TOUTT AT L./J.UVJ.\_A (&Y i N7 - Ar/J.(_ALl(_A C1TOUTT L VVLJ._Y CIT - \NPAU N SR W § L . (&Y b/UJ. C1TOUTT A
+ [P I VS, PN [PV R, T S I T£ P T R £ o e oo searmet
CITT - \NPAW N SR W § e Py J.Ll\j W I CTITT L e P S ULLJ__Y (&Y b/UJ. C1TUTT L (&Y - \NPA U SR W § ) 2y Lllb/k_
PR [ P, [P et 4 [P A A st + [ A I IR,
1T A\ R ErWD I P S U ) W i 12 AW CIT - T T - e TTO T 2y Lllt—/k—, CITT b/\.ALIJ.J_k/ - A\ A R W )

P PO B Tk RO iy R S [ otz o + 1 A A
|\ N S - WL IO - AW § & B U w CIT 2y Lllb/k_ b/UJ. L_J.ULL\_), L./J.UVJ.\_A CIT TTOTT 2y Lllb/k_ b/UJ.
+ 2 n o ~ A T S~ + + 1 A at v il z P ] n oo + v ~ rA ~
L_J.ULL\_), AT LT T T C T T |y CITT - \1\.A [ S W g VVLJ._Y b/UJ. C LTS A CITT - \NPAW N SR W § [ e =y

reasonable search for responsive records. A reasonable search typical-
ly involves the public records officer or designee working with de-
partments across the office to decide where the records are likely to
be and how to access them. The office is only responsible for records
it creates or maintains and not for records created or maintained by
other state agencies or local governments.

(6) Inspection of records.
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(a) Consistent with other demands, the office ((ef—the—seeretary
ef—state)) shall promptly provide space to inspect public records. No
member of the public may remove a document from the viewing area or
disassemble or alter any ((geewment)) public records. The requestor
shall indicate which ( (deeumerts—he—-or—shewishes—theageney—to——copy))
records they want copied.

(b) The requestor must claim copies or review the assembled re-

cords within thirty days of the office's notification ((te—him—er—her
1+ + roao~rA o T ~xz~ a1 1N v o~ o n v SNtz wm)) The
CITITTACT CTT - A\ AW R W W) (& g = L% SV & N Eppn Sy @ ) N [ S N J.Llu_)b/ - C I OUITT A . \_/Ub/_y J.Ll\j .

((ageﬁey)) public records officer or designee will notify the reques-
tor in writing of this requirement and ( (inferm—the—reguester—that—he

or—she—should—econtaet+the ageney)) ask them to make arrangements to
((edtedm—eopies)) collect or review the records.

(c) If the requestor or ((&)) their representative ((ef—the—re
ggester)) fails to claim ((eepies)) or review the records within the
( (Ehtrty)) 30-day period or make other arrangements, the office ((ef
the—seeretary—of—state)) may close the request and refile the assem-
bled records. ((otherpubliereecords—reguests—ecan—be processed—ahead

£ N b anna At A~~~ sy o Nnoaramnrn £~ + 1 o r Al
A = (=9 [SAvS W) \1\_A ITC - \1\_A [ LI_Y CIT o AT b/ 1O UTT [ S CIT o CAITT A= (€% N5 § § AW ey wy
identical —records S PN ) AN A orocessed—as—anew—reguest~)) The pub—
12 WITICTTT oaTlT Ny b/J.U&/ [=xe) A8 & ye) (=9 T \AJ - \1\_A O T e

lic records officer or designee will notify the requestor in writing
that the request will be closed within 10 business days if the records
are not inspected.

(7) Providing copies of records. After inspection is complete,
the public records officer or designee ((shadtt)) will make the reques-
ted copies or arrange for copying.

(8) Providing electronic records. Electronic records will be pro-
vided in a format that is generally commercially available. If the re-
guestor notifies the office theyv cannot access electronic records,
then the public records officer or designee will provide paper copies
of the record or allow the regquestor to view copies using an office
computer.

(9) Providing records in installments. When the request is for a
large number of records, the public records officer or designee
(

(wiEE) ) __y provide ((aeeess—£ef—%ﬂspee%%eﬂ—aﬂd—eepy%ﬂg—%ﬂ—%ﬂs%a%%-

alh o o 2o
J.J. OF¥F—Stt FeaSoh [ S P & i g
1
T

vz Aot rrma e o o 121 PNV
SetermTrheS—thiat Tt WwWobre—Do T
7

1 o
1 et
at—way)) records in installments. If,
within ((fkiety)) 30 days, the requestor fails to inspect or open
electronically the entire set of records or one or more of the in-
stallments, the public records officer or designee may stop searching
for the remaining records and close the request. The public records
officer or designee will notify the requestor in writing that the re-
gquest will be closed within 10 business days if the records are not
inspected or opened electronically.

((59)) (101 Completlon of ((1ﬁspee%ieﬁ)) reque ((Wheﬁ—%he—iﬂ-

0

et o £ o1 ot A oo 1o o] ~ A =~ BN ot NN o
Qf/ o C1ITOIT N T J. \1\_A o O &/UJ.\_AQ = rw) uulllb/J. [P ELw § (_A.J. - \1\_A o O \w N uub/J. [
T nroszra Ao + il 2~ s~ o a1 " v A P B tza 17 T~
[ g = b/J.UVJ.\_A \_A, CIT b/\_ALIJ.J.u - \NPA U N LW ) NI S S - L . A8 u_)J.\le LA/ S S LT T T T T T
[ NP S N £L£ ~ £+ oAt g £ b+ Ihaeo e A ] o 8] S et
CITITTACT CTT |\ N S N L CITT =) > L_(_A.J._Y L [ W & iy wy TITTOOS uulllb/J. T \w N (&8 \_AJ.J.J.\j 1T
o ENEVNE 2N for +1h ooy ot RN NS S P A e A ~ryz N nAoaMN oSz A+ eV
=) AL CIT [N S CIT - \1\_A o O \w N - \NPA U N LW ) [P ELw § T (_A.LL_Y O T T \w N TITOTT P2y Lllb/k_ -

Ao ~xz~ 2 1 1N v o~ o n f h bl d ff
cords—avatitab+t for—inspectron After the public records officer or

designee has finished all searches for records, provided all install-
ments of records, and after the reguestor has completed any inspec-—
tions or requests for copies, the office will send the requestor a
written notification, closing the request.

((4H8>)) (11) Closing withdrawn or abandoned requests. ( (Wken))
If the requestor either withdraws the request or fails to fulfill

((his—er—her)) their obligations to inspect the records ((er—pay—Ethe
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depesit—or—finat payment—Ffor +the reguested—eepies)), the public re-
cords officer ((witE)) or designee may close the request and indicate
in writing to the requestor that the ((effiece—-ofthe—seecretary—of
state—has—etosed—Ethe)) request is closed.

((+4>)) (12) Later discovered documents. If ((—after—theoffiece
eof—+the—seeretaryof statehasinformed—the reguesteor—+that i+t haspre
vided—attavattabte—reecordsy)) the office ( (beecomes—aware—of)) discov-—
ers additional responsive documents existing at the time of the re-
quest, ((+£)) the public records officer or designee will promptly in-

form the requestor of the additional documents and provide them on an
expedited basis.

NEW SECTION

WAC 434-12A-054 No duty to create records. The office is not
obligated to create a new record to satisfy a records request, includ-
ing production of new records from an electronic database. See WAC
44-14-04003(6) .

AMENDATORY SECTION (Amending WSR 17-22-047, filed 10/25/17, effective
11/25/17)

WAC 434 12A-100 ((Ga%eu}atieﬁ—ef—aetua}—eests—ef—predueiﬂg—eep-

statatefy—fee—seheda}e—)) Costs for prov1d1nq copies of publlc re-

cords. (1) ( (Porsvent—te ROF4256-12062 a5 —amended by —Ssecetieon—3+
ot~ 2N/ T Atrcy £ 2N17 + 1 £~ £ + 1 oAt g £ o+ 4+ A
J.L(_A.t/k_, 1 \J\J_.[, LTTCTLVV WO . \JJ_I, CTIT |\ S S . CTIT =] 1 (WP & =y . [ & iy w \w 8
olavr~nae oA + 4 £~11 Iamer Ao~ o 2+ ra~aa1l A 1Al sz It A A o~
[ iy @ R iy =] [ S N CTIT J_U_L_LUVV_LJ.J.v 1 [ NS AW N W) CTITT T J AAYAY = w T \AJ.J.\J.\A_L_Y VAW I Epw § TTHoO ITIT
N a4+ 4+ PN B N + 1 S ~aa AR S I SR SN =T SN S CNE PN o B I IR NN N o
[E S N J i |y & g =y | R iy &> By Wy CIT & C O IT A\ e J i J.L(.A.J_v =] [E S N t/J_UV_L\A_LJ.J.v Ut/_L =]
£ ]l 9N A~~~ iAo 1o Nt ~1 1 ot A A~ Ny o oo Ay oA
. t/\A.J\J_L_L 1 LS . L OTTONS VvV 1 T T a1 [ & N \w N [E S N t/ J_J_UJ_lI.l_LJ.J.v (&N g_)L_,\A\A._Y It
ol ~1a] 42 Ny e ot N FL Nt~ s EIEASE T o = RN ~nt o+ norfFoarm o b7 oo A
& g =y \A_L(.A.L.,_LUJ.J.L), [SS ) WP @ R S iy 1 [SA AW g =] & =y i S N YWD o U R S S - T |y t/ [ S S N S Y (& g_)L_,\A\A._Y I
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R L& g | R iy &> By Wy [eaws T &N C O IT A\ e ey g BN AW [&n UL,\A\A_Y AAYAY = w [ S N N [ S - 1 W LT CTT I
disrupt—otheressential—Ffunetions<)) The office does not charge fees
for the inspection of public records.

(2) The office ((ef—the—seeretaryof—state)) may charge fees for
( (produwetieon—of)) providing copies of public records consistent with
the fee schedule established in RCW 42.56.120 ( (—as—amended—bysecection
2 W~ +~ 20/ T Atrc N1 7
s (& 1 [V e 4 1TTCE =] A\ T

( ( Th ~alh o +

. & ) - T
Q Q A N

Hh
N

= s—are—perWAC—434—-—112-085+)) Pursuant to RCW
42 .56.120(2), the office declares for the following reasons that it
would be unduly burdensome to calculate the actual costs of providing
copies of public records:

(a) Funds were not allocated for performing a study and calcula-

tions;

(b) Staff resources are insufficient to perform a study and to
calculate such actual costs; and

(c) A study would interfere with and disrupt other essential
functions.

(4) Before beginning to make the copies, the public records offi-
cer or designee may require a deposit of up to ((fer)) 10 percent of
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the estimated costs of copying all the records selected by the reques-
tor. The public records officer or designee may also require the pay-
ment of the remainder of the copying costs before providing all the

records, or the payment of the costs of copying an installment before

providing that installment. The office ((ef—the—seceretaryof—state))

D Py D) M I o N o aa) =
Y h Saw o Y/ i
+ + 1 £L£2 ~ £ + 1 an At N g ot 4 bz +h o RN = » A~ +
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PN TS + 1 S~ 2 AT £ PR 23 WANE N — ot ] anatr £ Nz N~y S o2 ] 0 s
W v CIT PP TTrCaioT B O WITCTII Tt cOtaoTr—COoOS o COoOpyriS——ant a9
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AMENDATORY SECTION (Amending WSR 14-06-040, filed 2/26/14, effective
3/29/14)

o o
) " " S )
elosure 3+ any other statut xempts—or—prohibits)) disclosure. If

the office determines a record or information within a record is ex-—

empt from disclosure, the public records officer or designee will
state the specific exemption and provide a brief explanation of why
the record or portion of the record is being withheld. If only a por-
tion of a record is exempt from disclosure, the public records officer
or designee will redact the exempt portions while providing the non-
exempt portions.

(2) Requestors should be aware ((ef—the—feoltowing)) that exemp-
tions ((+)) outside the Public Records Act ((+—tkhat)) may restrict the
availability of some ((deeuwmernts)) records held by the office ((ef—the
seeretary—of state for inspection and copying)). These exemptions in-
clude, but are not limited to, the following:

RCW 5.60.060(2) (attorney-client privilege, together with attor-
ney work product privilege).

RCW 5.60.060(5) (communications to a public officer in official
confidence) .

RCW 5.60.070 (communications between a mediator and a party to
mediation) .

( (REW—IO0-34-240—{adigital——sigraturesi—

34~ =S i -))

RCW 29A.08.710 through 29A.08.775 (voter registration records).

RCW 29A.32.100 (arguments and statements for voters pamphlet).

RCW 29A.60.110 (sealing of ballot containers).

RCW 40.14.030 (exempt records accessioned into state archives).

3

RCW 40.24.070 (address confidentiality program) .
(('Df“‘\'ﬂ 42 N7 10N (oA £ Nt a2+ o ISR LGN B 2 I~ BN S NE NN i n 4+ + 1
s LAY 1 U T e LTUT A= \ AW SR W e A = [ ) R U Sy e [=] u_)\_,{b/b/J._Y J.J.l\j [ S N R S N S § § { P S WS S NP i § [y CIT
aitra o P PN S R S RPN
L AW g ™ A - o LU T LT oTCTI Uo7
E 17T © ~ L BB () (+ 1 A1 Pyraxza~sz N~ ) ))
J g I TAAT A= 2 [ NI NPL W i USgs Sy @ R 5y J.J_J.V(_A\_/_Y 2\

The foregoing list is for informational purposes only and failure
to list an exemption shall not affect the efficacy of any exemption.
The ((seeretary—of—state)) office reserves the right to determine that
a public record is exempt under the provisions of state law.
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((#2F)) (3) The office ((ef—the—seceretaryof—state)) 1is prohibi-
ted by statute from disclosing lists of individuals for commercial
purposes.

AMENDATORY SECTION (Amending WSR 09-04-026, filed 1/28/09, effective
2/28/09)

WAC 434-12A-120 Review of denials of public records requests.
(1) Petition for internal administrative review of denial of access.
Any person who objects to the initial denial or partial denial of a
records request may petition in writing (including email) to the pub-
lic records officer for a review of ((£ha®t)) the decision. The peti-
tion shall include a copy of or reasonably identify the written state-
ment by the public records officer or designee denying the request.

(2) Consideration of petition for review. The public records of-
ficer shall promptly provide the petition and any other relevant in-
formation to the assistant secretary of state or the deputy secretary

of state((—Fhat—persen)), who will ( (immediatety)) consider the peti-

tion and either affirm or reverse the denial. Within two business days

following ( (Ehe—effieetls)) receipt of the petition, ((er—withia—suvech

+hoay + 0o NPT 2 £L£2 ~ £ + 1 oyt o g £ ot 4 o Al K roaeriia ot Ao
oI CCIIt TS C1it ot C OT—C1It o tCT cary O Sctcac T Tt oot sStTtoT

maEgatty—agre +o)) the assistant secretary of state or deputy secre-
tary of state shall notify the petitioner and the public records offi-
cer in writing of the decision or that more time is required to con-
sider the petition.

(3) Review by the attorney general's office. Pursuant to RCW
42.56.530, if the office ((ef—the—seceretaryof—state)) denies a re-
questor access to public records because it claims the record is ex-
empt in whole or in part from disclosure, the requestor may request
the attorney general's office to review the matter. The attorney gen-
eral has adopted rules on such requests in WAC 44-06-160.

(4) Judicial review. Any person may obtain court review of deni-
als of public records requests pursuant to RCW 42.56.550 at the con-
clusion of two business days after the initial denial regardless of
any internal administrative appeal.

at

REPEALER

The following sections of the Washington Administrative Code are
repealed:

WAC 434-12A-055 Processing of public records requests—
Electronic records.
WAC 434-12A-150 Revolving fund.
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