CITY OF MOUNTLAKE TERRACE
PUBLIC RECORDS POLICY
(Adopted May 20, 2019)
ATTACHMENT A (GENERAL POLICY)
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Section 1. Agency information.
The City of Mountlake Terrace, Washington, hereinafter referred to as “City,” is a municipal
corporation that provides a full range of traditional municipal services through its various
departments. These functions include, but are not limited to, police services, community
development, public works, community engagement, and maintaining public records.
The City’s central office is located at Mountlake Terrace City Hall, 6100 219th Street SW, Suite
200, Mountlake Terrace, WA, 98043, and field offices are located throughout the City.
Section 2. Purpose.
The purpose of the Public Records Act, RCW 42.56, is to provide the public full access to
information concerning the conduct of government, mindful of individuals' privacy rights and the
desirability of the efficient administration of government.
The purpose of this policy is to adopt rules and regulations regarding how the City will provide
full public access to public records, protect public records from damage or disorganization, and to
prevent excessive interference with other essential functions of the City (RCW 42.56.100). The
rules and regulations, as set forth in this policy, are established to provide the fullest assistance to
inquirers and the most timely possible action on requests for public records. In the formulation of
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this policy, the City has consulted the State of Washington model rules, as published by the State
Attorney General’s Office, in accordance with RCW 42.56.570(4).
Section 3. Interpretation and construction.
In carrying out its responsibilities under the Public Records Act, the City will be guided by the
provisions of the act describing its purposes and interpretation. The provisions of the act and this
policy shall be interpreted in favor of disclosure of the City’s public records in order to assure
continuing public confidence in government, provided, that when making public records available,
the City, consistent with State law, shall protect public records from damage or disorganization
and shall prevent excessive interference with essential government functions.
Section 4. Public records defined.
A. Public record. A public record is defined to include any writing containing information relating
to the conduct of government 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.
(1) Writing. A public record can be any writing "regardless of physical form or characteristics"
(RCW 42.56.010(3)). Writing is defined very broadly as: "… handwriting, typewriting,
printing, photostating, photographing, and every other means of recording any form of
communication or representation including, but not limited to, letters, words, pictures,
sounds, or symbols, or combination thereof, and all papers, maps, magnetic or paper tapes,
photographic films and prints, motion picture, film and video recordings, magnetic or
punched cards, discs, drums, diskettes, sound recordings, and other documents including
existing data compilations from which information may be obtained or translated" (RCW
42.56.010(4)).
(a) Emails, text messages, social media postings, voicemails, and databases are therefore
also "writings."
(2) Relating to the conduct of government. To be a public record, a document must relate to
the "conduct of government or the performance of any governmental or proprietary
function" (RCW 42.56.010(3)).
(3) Prepared, owned, used, or retained. A public record is a record "prepared, owned, used, or
retained" within the scope of employment by an agency (RCW 42.56.010(3)) Nissen v.
Pierce County, 183 Wash.2d 863, 357 P.3d 45 (2015).
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Section 5. Records retention.
A. Records management. In accordance with RCW 40.14 and RCW 42.56, the City shall preserve,
store, transfer, destroy, and otherwise manage all records in a manner designed to prevent
damage and disorganization as well as prevent violations of laws and regulations. To fulfill
this obligation, the City Manager, or designee, is authorized to adopt rules governing filing
schemes, naming conventions, and other proper preservation, storage, and disposition methods
for all City records. All individuals with access to City records shall follow these rules. Rule
violations by staff members, who have received or attended mandatory training, may be subject
to progressive discipline, termination, and/or civil or criminal liability.
B. Public property. All public records shall be and remain the property of the City. They shall be
delivered by outgoing officials and employees to their successors and shall be preserved,
stored, transferred, destroyed, and otherwise managed, only in accordance with the provisions
of RCW 40.14 or as otherwise provided for by law and regulations (WAC 434-615-010).
C. Custody. Unless otherwise provided by law, public records shall remain in the legal custody
of the City or shall be destroyed or transferred pursuant to instructions from the local records
committee as required by RCW 40.14. They shall not be placed in the legal or physical custody
of any other person or agency, public or private, or released to individuals, except for
disposition pursuant to law or unless otherwise expressly provided by law or regulations (WAC
434-615-020).
Section 6. General policies.
A. Personal possession of public records by City staff and volunteers. City staff and volunteers
are prohibited from preparing, using, or retaining non-duplicate public records on personal
devices, accounts, and other methods of personal possession. Public records may be prepared,
used, or retained on City devices or accounts issued for use outside of the office, subject to
management discretion and record retention requirements. If an employee or volunteer does
prepare, use, or retain a public record on a personal device, account, or other method of
personal possession, by mistake or any other reason, they shall, as soon as reasonably possible,
discuss the record(s) with their supervisor and/or public records officer(s) who shall direct the
employee or volunteer to provide the original record(s) to the City in the most appropriate
manner. Staff and volunteers are obligated to provide all non-duplicate public records in their
personal possession to the City, and if a question exists to the duplicate nature of the record,
staff and volunteers will confirm with their supervisor before the record is disposed of.
B. Personal possession of public records by City elected or appointed officials. City elected or
appointed officials should not, if possible, prepare, use, or retain non-duplicate public records
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on personal devices, accounts, or other methods of personal possession. Public records should
be prepared, used, or retained on agency devices, accounts, or other methods issued by the
City. City elected and appointed officials are obligated to provide all non-duplicate public
records in their personal possession to the City, and if a question exists to the duplicate nature
of the record, elected and appointed officials will confirm with the City before the record is
disposed of. Due to the nature of elected and appointed officials’ work, in which the public
may contact them personally to discuss City business, and the likely potential for public records
to be created on personal devices, elected and appointed officials of the City shall, for the
duration of their service to the City, either:
(1) Develop and utilize a method for all public records to be sent to the City as they are created,
such as blind carbon copying a City account on emails, transferring voicemails as they are
received to the City, forwarding written communication to the City as they are received,
etc.
(2) Develop and utilize a method for public records to be saved on personal devices, accounts,
etc., separately from nonpublic records, and for these records to be transferred to the City
on a regular basis of no greater than six month intervals.
At the conclusion of all elected officials, appointed officials, staff members, and volunteers’
service with the City, individuals shall verify that they have transferred all public records in
their possession to the City. Elected officials, appointed officials, staff members, and/or
volunteers may be asked to attest to this verification in writing.
C. Fair notice of public records obligations when soliciting work. For all Request for
Qualifications (RFQ), Request for Proposals (RFP), and/or other methods of soliciting firms
to perform work, the City shall provide fair notice of the City’s public records obligations for
materials submitted, unless otherwise approved by the City Manager or designee or City
Attorney. The following language will be included in all materials published to solicit work,
unless otherwise approved by the City Manager or designee or City Attorney:
(1) Under Washington state law, any documents (including but not limited to written, printed,
graphic, electronic, photographic or voicemail materials and/or transcriptions, recordings
or reproductions thereof) submitted in response to this request become a public record upon
submission to the City, subject to mandatory disclosure upon request by any person, unless
the documents are exempted from public disclosure by a specific provision of law.
If your organization believes certain records, to be submitted to the City, would be subject
to an exemption under state and/or federal law, please plainly indicate which information
within the record that you consider confidential and exempt. The City cannot promise that
such records will not be disclosed. However, if records are marked as confidential and the
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City has a reasonable belief that the record is arguably exempt under state and/or federal
law, the City may provide third party notice to you in the event of a public disclosure
request that includes said records.
D. Contractor public record obligations. In conducting work for the City, contractors, consultants,
and/or service providers, hereinafter referred to as “contractor(s),” shall be aware of their
public record obligations under state law. The following language, in same or similar form,
will be included in all contracts agreed to by the City, where the contractor is performing as a
functional equivalent of a public agency or employee, unless otherwise approved by the City
Manager or designee or City Attorney:
Records Maintenance
During the progress of the work and services provided hereunder and for a period of not less
than [number of years from when records retention begins, as determined by Washington State
Archives, grant, or other source’s requirements] [Party Name], hereinafter referred to as
contractor, shall keep, retain and maintain all records pertaining to the services provided
pursuant to this agreement. Copies of all records pertaining to the services provided hereunder
shall be made available for review at the contractor’s place of business during normal working
hours. If any litigation, claim or audit is commenced, the contractor shall cooperate with the
City and assist in the production of all such documents. Contractor shall save, hold harmless,
indemnify and defend the City, its officers, agents, employees and elected officials from and
against claims, lawsuits, fees, penalties and costs resulting from the Contractor’s violation of
the Public Records Act RCW 42.56, or Contractor’s failure to produce public records as
required under the Public Records Act. Records shall be retained until all litigation, claims or
audit findings have been resolved even though such litigation, claim or audit continues past
the [number of years, as determined by Washington State Archives, grant, or other source’s
requirements] retention period.
For purposes of this agreement, records means every writing or record of every type and
description, including electronically stored information (ESI), that is in the possession, control,
or custody of the contractor, including, without limitation, any and all correspondences,
contracts, agreements, appraisals, plans, designs, data, surveys, maps, spreadsheets,
memoranda, stenographic or handwritten notes, reports, records, telegrams, schedules, diaries,
notebooks, logbooks, invoices, accounting records, work sheets, charts, notes, drafts,
scribblings, recordings, visual displays, photographs, minutes of meetings, tabulations,
computations, summaries, inventories, and writings regarding conferences, conversations or
telephone conversations, and any and all other taped, recorded, written, printed or typed
matters of any kind or description; every copy of the foregoing whether or not the original is
in the possession, custody, or control of the contractor, and every copy of any of the foregoing,
whether or not such copy is a copy identical to an original, or whether or not such copy contains
any commentary or notation whatsoever that does not appear on the original.
For purposes of this agreement, “ESI” means any and all computer data or electronic recorded
media of any kind, including “Native Files”, that are stored in any medium from which it can
be retrieved and examined, either directly or after translation into a reasonably useable form.
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ESI may include information and/or documentation stored in various software programs such
as: Email, Outlook, Word, Excel, Access, Publisher, PowerPoint, Adobe Acrobat, SQL
databases, or any other software or electronic communication programs or databases that the
contractor may use in the performance of its operations. ESI may be located on network
servers, backup tapes, smart phones, thumb drives, CDs, DVDs, floppy disks, work computers,
cell phones, laptops or any other electronic device that contractor uses in the performance of
its work or services hereunder, including any personal devices used by the contractor or any
sub-contractor at home. “Native files” are a subset of ESI and refer to the electronic format of
the application in which such ESI is normally created, viewed, and /or modified.
The contractor shall include this section, “Records Maintenance,” in every subcontract it enters
into in relation to this agreement and bind the sub-contractor to its terms, unless expressly
agreed to otherwise in writing by the City prior to the execution of such subcontract. The
“Records Maintenance” Section of the Agreement shall confer third party beneficiary status
on the City.
(1) In determining whether the contractor is performing as a functional equivalent of a public
agency or employee, the city shall assess: (1) whether the entity performs a government
function, (2) the extent to which the government funds the entity's activities, (3) the extent
of government involvement in the entity's activities, and (4) whether the entity was created
by the government.
E. Nonpublic records stored on City computers and/or servers. Individuals sending or receiving
email, even if conducting personal business, using their City issued email address and/or
otherwise sending or storing nonpublic records on City computers or servers are hereby
advised that in the course of fulfilling a public records request, the City may release records
normally classified as nonpublic, as they are stored on a publicly owned system. Individuals
should not conduct personal business on City owned devices or accounts if they wish these
records to remain private.
Section 7. Exempt records.
A. Exempt records. The Public Records Act provides that a number of types of records are
prohibited from being disclosed or are exempt from public inspection and copying. In addition,
documents are exempt from disclosure if any other state or federal law exempts or prohibits
disclosure. Requestors should take note that there are many exemptions outside of the Public
Records Act that may restrict the availability for inspection or release of some documents.
Many such exemptions are listed in “Attachment B” of this policy. This list is for informational
purposes only and failure to list an exemption shall not affect the efficacy of any exemption.
This list shall be augmented with the latest version of published exemptions provided by
Municipal Research and Services Center of Washington, located on their website at
www.mrsc.org and the latest version of published exemptions provided by the Washington
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State Code Reviser’s Office as published on the Washington State’s Sunshine Committee
website at www.atg.wa.gov/sunshine-committee.
Section 8. Availability of public records.
A. General information. In accordance with RCW 42.56, all public records maintained by the City
are available for public inspection and copying unless they are specifically exempt or
prohibited from disclosure by applicable state and/or federal laws.
B. Hours for inspection of records. Public records are available for inspection and copying during
the City’s regularly scheduled hours: Monday through Friday, 8:00 a.m. to 5:00 p.m.,
excluding legal holidays. City staff and the requestor may make mutually agreeable
arrangements for times of inspection and copying.
C. Place of inspection. Records will be made available for inspection at Mountlake Terrace City
Hall or the Mountlake Terrace Police Department, depending on the type of request. City staff
and the requestor may make mutually agreeable arrangements for inspection if the particular
records being sought are maintained at field offices of the City. Individuals inspecting records
shall not alter or remove public records from City property.
D. Electronic access to records. A variety of records and information are available on the City’s
web site at: www.cityofmlt.com. To the extent practical, the City will store, maintain, and
make its records available electronically. For those seeking responsive records in electronic
format, the City may provide access to public records by providing links to the City web site
containing an electronic copy of the record, provide records on a CD, or transmit the responsive
record via e-mail. Public records officer(s) will work with the requestor to determine the most
appropriate method for providing electronic copies of responsive records.
E. Records index. Mountlake Terrace City Council Resolution #630, adopted in 2005, determined
that maintaining a central index of City records is unduly burdensome and would interfere with
City operations due to the diversity and complexity of records generated as a result of the wide
range of City activities.
F. Organization of records. The City will maintain its records in a reasonably organized manner
and the City will take reasonable actions to protect records from damage, disorganization, and
unlawful disposition.
G. Retention of records. The City is not required to retain all records it creates or uses. The State
Attorney General’s Local Records Committee approves a general retention schedule for local
agency records (including cities) that are common to most agencies. Individual agencies may
seek approval from the Local Records Committee for retention schedules specific to their
agency or that, due to their particular business needs, must be kept longer than provided in the
general schedule. The retention schedules for local agencies are available on the Washington
State Archives website at: https://www.sos.wa.gov/archives/recordsmanagement/managingcity-records.aspx.
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(1) The City is prohibited from destroying a public record, even if it is about to be lawfully
destroyed under a retention schedule, if a public records request has been made for that
record (RCW 42.56.100). Additional retention requirements might apply if the records may
be relevant to actual or anticipated litigation. The City is required to retain the record until
the record request has been resolved.
H. Public records officer(s). Public records officers serve as the point of contact for members of
the public who request disclosure of public records. Public records officers will provide the
most timely and fullest assistance to requestors, reasonably ensure that public records are
protected from damage or disorganization, and prevent fulfilling public records requests from
causing excessive interference with essential function of the City. Public records officers may
delegate the responsibilities of processing requests to other staff as necessary. When referenced
within this policy, public records officer(s) should be interpreted to also include his or her
designee(s).
(1) Appointment of public records officer(s). The City Manager, or designee, shall assign the
duties of public records officer(s) to individuals as necessary.
(2) Requests for police records. Requests to inspect or copy records maintained by the
Mountlake Terrace Police Department shall be made to the Police Records Unit at:
Public Records Officer (Police)
Mountlake Terrace Police Department - Records Unit
5906 232nd Street SW
Mountlake Terrace, WA 98043
Telephone: 425-670-8260
Email: records@ci.mlt.wa.us
(3) Requests for all other public records. Requests to inspect or copy records maintained by
the City, other than police records, shall be made to City Hall at:
Public Records Officer (City)
Mountlake Terrace City Hall
PO Box 72
Mountlake Terrace, WA 98043
Telephone: 425-744-6235
Email: recordsofficer@ci.mlt.wa.us
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Section 9. Making a request for public records.
A. Obligations of requestors.
(1) Fair notice that the request is for public records. A requestor must give the City fair notice
that the request is being made pursuant to the act. Requestors are encouraged to cite or
name the act but are not required to do so. To ensure fair notice, public records requests
should, and upon actual and timely notice of this procedure must, be submitted as outlined
in “Form and means of request” below. If a request is contained in a larger document
unrelated to a public records request, the requestor should point out the public records
request by labeling the front page of the document as containing a public records request
or otherwise calling the request to the attention of public records officer(s) to facilitate a
timely response to the request.
(2) Identifiable record. A requestor must request an identifiable record or class of records
before the City must provide records (RCW 42.56.080).
(a) An identifiable record is one that is existing at the time of the request and which City
staff can reasonably locate. Requestors are not allowed to make future, standing, or
ongoing requests for records not in existence.
(b) A request for all, or substantially all, records prepared, owned, used or retained by the
City is not a valid request for identifiable records, provided that a request for all records
regarding a particular topic or containing a particular keyword or name shall not be
considered a request for all of the City's records (RCW 42.56.080(1)).
(c) The City is not obligated to answer questions about records, respond to requests for
information, or otherwise perform research beyond what is required to reasonably
search for and provide identifiable record(s) or class(es) of records that have been
requested.
B. Form and means of request. To ensure fair notice that a request is for public records, all
requestors should, and upon actual and timely notice of this procedure must, submit public
records requests to designated public records officer(s).
(1) Requests should, and upon actual and timely notice of this procedure must, be submitted
to public records officer(s) using one of the following four methods:
(a) In person written requests. Individuals may submit written public records requests, to
the attention of the appropriate public records officer, in person at either the Police
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Department or City Hall. Requestors should use the City’s request form, included as
“Attachment C.”
(b) Mailed, emailed, or online submitted requests. Individuals may submit written public
records requests, to the attention of the appropriate public records officer, at the mailing
and email addresses as listed in Section 8 of this policy or by submitting a public
records request at https://www.cityofmlt.com/664/Records-Request/. Requestors
should use the City’s request form, included as “Attachment C,” if submitting by mail
or email.
(c) In person verbal requests. Individuals may submit verbal public records requests
directly to the appropriate public records officer(s) at either the Police Department or
City Hall depending upon the nature of their request. The public records officer
receiving the verbal public records request shall immediately reduce it to writing and
then verify in writing with the requestor that it correctly memorialized the request. If
an individual wishes to submit a verbal request for public records and the staff person
they are communicating with is not the proper recipient, the staff member shall inform
the individual of how to contact the public records officer(s) to receive information on
submitting records requests. In person verbal requests will not be accepted by staff
members or other agents of the City aside from public records officer(s).
(d) Verbal requests via phone. Individuals may submit verbal public records requests by
phone to the public records officer(s) using the appropriate phone number as indicated
in Section 8 of this policy. The public record officer receiving the verbal public records
request shall immediately reduce it to writing and then verify in writing with the
requestor that it correctly memorialized the request. If an individual wishes to submit
a verbal request for public records and the staff person they are communicating with is
not the proper recipient, the staff member shall inform the individual of how to contact
the public records officer(s) to receive information on submitting records requests.
Verbal requests made by phone will not be accepted by staff members or other agents
of the City aside from public records officer(s).
(2) The following information should be provided with all requests: name of requestor, address
of requestor, other contact information including telephone number and email address,
identification of the public records requested adequate for the public records officer(s) to
locate the records, and the date and time of the request.
(3) There is no statutorily required format for a valid public records request (RCW
42.56.080(2)). As such, while the City may strongly recommend that individuals submit
written requests using a specific form, “Attachment C,” requestors are not required to do
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so. If a requestor chooses to submit a written request using another format, public records
officer(s) may inquire about name, address, etc., but they are generally not allowed to
require the information from the requestor. Public records officers may require the name
of a requestor if necessary to determine the applicability of certain exemptions and/or
redactions which are based on the requestor’s identity. If a requestor refuses to identify
themselves or provide sufficient contact information, the City will respond to the extent
feasible and consistent with the law.
C. Informal inquiries. Requestors do not need to submit formal records requests to obtain copies
of some records. Requestors may find the record they need on the City’s website or through an
informal inquiry by contacting the City.
(1) A variety of records and information are available on the City’s web site at:
www.cityofmlt.com. Requestors are encouraged to check the City website before
submitting a records request.
(2) Requestors may also contact the City to make an informal inquiry for a record. Informal
inquiries do not provide any fair notice that the inquiry is a formal public records request
submitted under the Public Records Act. Records that may be produced by the City through
informal inquiries include:
(a) Business relationship records. These records include information related to the
requestor’s utility usage, information submitted to the City, by the requestor, for
purposes of receiving a license or permit, and other records submitted to, or created by,
the City related to the City’s business relationship with the requestor.
(b) Standard documents. These records include documents that are freely available to the
public for purposes of information sharing or for gathering information. They include,
but are not limited to, blank forms, brochures, and current newsletters.
(c) Agency requests. Records releasable to other public agencies, upon request, in
compliance with law, regulation, or agreement.
(d) Fair notice that the request is for public records. If an inquirer provides fair notice that
the request is for public records, staff shall not complete the request as an informal
inquiry. If necessary, staff shall provide the inquirer information on how to submit a
public records request as provided in Section 9.B.
(e) Fees. The City, in fulfilling informal inquiries, shall charge the same fees, or waive
fees, as provided for copies of public records in Section 12, excluding Agency
requests, for which no fees are charged.
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(f) Notice. Informal inquiries are not subject to the time periods or other procedures of the
Public Records Act. The City is under no obligation to respond to any informal inquiry
submitted other than informing inquirers how to submit a public records request.
D. Prioritization of records. Public records officer(s) may ask a requestor to prioritize installments
of the records he or she is requesting so that particular records may be provided first. A
requestor cannot be required to prioritize a request.
E. Copies. If the requestor wishes to have copies of the records made instead of simply inspecting
them, he or she should so indicate and make arrangements to pay for copies of the records or
a deposit. Pursuant to Section 12, charges for copies are provided in a fee schedule available
at Mountlake Terrace City Hall and www.cityofmlt.com.
F. Purpose of request. Generally, the City shall not distinguish among persons requesting records.
To that end, a requestor need not state the purpose of the request, except that the City may
require the requestor to provide information as to the purpose of the request in the following
instances:
(1) If the request is for a list of individuals, the City shall investigate whether the requestor
intends to use the list for commercial purposes. The City may require the requestor sign a
declaration stating the actual purpose for the list requested and that he or she will not use
the list for commercial purposes. Unless otherwise required by law, the City shall not give,
sell or provide access to lists of individuals requested for commercial purposes.
(2) The City may request information from a requestor sufficient to allow a determination as
to whether a statute prohibits disclosure of specific information or records to certain
persons.
G. Overbroad requests. The City cannot deny a request for identifiable public records solely on
the basis that the request is overbroad (RCW 42.56.080). However, the City may seek
clarification, ask the requestor to prioritize the request so that particular records are provided
first, and/or communicate with the requestor in an effort to limit the size and complexity of the
request. The City may also provide the responsive records in installments over time.
(1) When a request uses an inexact phrase such as “all records relating to,” a public records
officer may interpret the request to be for records which directly and fairly address the
topic. Public records officer(s) shall inform the requestor of the City’s interpretation when
responding to a request that uses an inexact phrase.
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H. Requests for records related to litigation. When a request for public records is received that
concerns a subject known to involve litigation that is pending, threatened or anticipated, public
records officer(s) shall promptly notify the City Attorney of the request.
I. Bot requests. The City may deny a "bot" request that is one of multiple requests from a
requestor to the City within a twenty-four-hour period, if the City establishes that responding
to the multiple requests would cause excessive interference with other essential functions
(RCW 42.56.080(3)). A "bot" request means a records request that the City reasonably believes
was automatically generated by a computer program or script.
J. Other agency records. Requests for inspection or copying of public records maintained by an
agency of the State of Washington or another government agency must be made to such agency
and will be subject to that agency's rules and regulations, including required forms and fees.
K. Indemnification. No agent of the City can require a requestor of public records to indemnify
the City.
Section 10. Processing of public records requests.
A. Providing fullest assistance. The City is charged by statute with adopting rules which provide
for how it will "provide full access to public records," "protect records from damage or
disorganization," "prevent excessive interference with other essential functions of the agency,"
provide "fullest assistance" to requestors, and provide the "most timely possible action" on
public records requests.
B. Maintaining a public records request log. In accordance with RCW 40.14.026(4) and RCW
40.14.026(5), the City shall maintain a public records request log containing the information
responsive to both requirements. In tracking the information required for this log, the public
records officer for the Police Department and public records officer for all other requests may
keep independent records in two separate logs, provided that the two separate logs are
combined to create one public records request log containing the required information for each
calendar year.
C. Order for processing requests. Public records officer(s) will process requests in the order and
manner he or she determines to be the most efficient.
D. Upon receipt of the request. Upon receipt of a public records request, the appropriate public
records officer(s) shall assign the public records request a tracking number and log the request.
E. Initial Evaluation. Upon receipt, public records officer(s) shall categorize the request according
to the nature, volume, complexity, and availability of the requested records. Unless the City
has provided the records or claimed an exemption from disclosure within the five-business day
period as described below or the records request received was invalid, the City must provide a
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reasonable estimate of the time it will take to respond to the request. Time required to respond
to a request may be based upon the need to clarify the intent of the request, to locate and
assemble the records requested, to notify third persons or agencies affected by the request, or
to determine whether any of the information requested is exempt and that a denial should be
made as to all or part of the request (RCW 42.56.520).
(1) Public records officer(s) shall evaluate the request and assign a category as listed below:
(a) Category one. Public record requests that require no clarification from the requestor,
are easily located and assembled, contain no issues that would lead the City to provide
notification to third parties, an initial review has determined that there are no exemption
and/or redaction concerns for further review, and/or there are no concerns regarding
the complexity of the request. Category one requests are completed, on average, 5 to
30 calendar days after receipt.
(b) Category two. Public record requests that may require clarification from the requestor,
may require a moderate level of staff time to locate or assemble, may contain an issue
would lead the City to provide notification to a third party, may have issues that require
minimal exemption or redaction review by the City Attorney, and/or may be a
moderately complex request, such as the potential for records to exist in one to three
different departments. Category two requests are provided the first installment, on
average, within 30 to 45 calendar days after receipt.
(c) Category three. Public record requests that may require a significant level of staff time
to locate or assemble, may have issues that require moderate exemption or redaction
review by the City Attorney, and/or may be a significantly complex request, such as
the potential for records to exist in four to five different departments. Category three
requests are provided the first installment, on average, within 45 to 60 calendar days
after receipt.
(d) Category four. Public record requests that may require a severe level of staff time to
locate or assemble, may have issues that require significant exemption or redaction
review by the City Attorney, and/or may be a severely complex request, such as the
potential for records to exist in more than five different departments or that may be in
the custody of an entity outside of the City, such as City contractors. Category four
requests are provided the first installment, on average, within 60 to 90 calendar days
after receipt.
(2) When providing a time estimate to the requestor, public records officer(s) shall use the
categorization assigned, review the specific aspects of the particular request, and provide
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an estimate that is individualized to that specific request. When providing an estimate,
public records officer(s) shall give an estimated date, rather than an estimated number of
days for production.
(3) When providing an estimate to the requestor, public records officer(s) shall include a brief
explanation of the reasoning for the length of time required to fulfill the request.
(4) If the City is unable to provide the responsive records in full or to deliver an installment on
the date estimated, the City shall provide notice to the requestor, on or before the estimated
date of production, of an extension to another date. This notice shall list the reasons why
the estimate has been extended, citing the changes in circumstances that have necessitated
the extension.
F. Acknowledging receipt of the request. Following the initial evaluation of the request, and
within five business days of receipt of the request (calculations regarding the required response
do not include the following days: the day the City receives the request, Saturdays, Sundays,
and any holiday where City offices are closed (RCW 1.12.040); If a request is received after
business hours, it shall be considered received, for purposes of this policy, on the next business
day; If a request is received before business hours, it shall be considered received, for purposes
of this policy, on the business day it is received), public records officer(s) will do one or more
of the following:
(1) Make the records available for inspection or copying including:
(a) If copies are available on the City website, provide an internet address and link on the
website to specific records requested.
(b) If copies are requested and payment of a deposit for the copies, if any, is made or other
terms of payment are agreed upon, send the copies to the requestor.
(2) Acknowledge receipt of the request and provide a reasonable estimate of when records or
an installment of records will be available, also known as a “five day letter” (the public
records officer may revise the estimate of when records will be available).
(3) Acknowledge receipt of the request and ask the requestor to provide clarification for a
request that is unclear, and provide, to the greatest extent possible, a reasonable estimate
of time the City will require to respond to the request if it is not clarified (the public records
officer may revise the estimate of when records will be available).
(a) While such clarification should, if at all possible, be requested and provided in written
correspondence, clarification may be requested by telephone, provided that the public
records officer responding shall memorialize the clarification in writing.
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(b) If the requestor fails to respond to a request for clarification and the entire request is
unclear, the City need not respond to it. The City, however, shall respond to those
portions of a request that are clear.
(4) Deny the request. Denials of requests must be accompanied by a written statement of the
specific reasons therefor.
G. Consequences of failure to respond. If the City does not respond in writing within five business
days of receipt of the request for disclosure, as provided above, the requestor shall be entitled
to request review by the City Manager or designee. The City Manager or designee shall within
two (2) business days provide an explanation and/or a five day letter.
H. Searching for records. The City must conduct an objectively reasonable search for responsive
records to all public records requests. To fulfill this obligation, public record officer(s) shall:
(1) Reasonably determine which departments and/or individuals are likely to have responsive
records and/or likely know more about where responsive records are located.
(2) Issue a collect and hold notice, as provided in “Attachment F,” containing the contents of
the request to departments and individuals who are likely to have custodianship of the
requested records and those who are likely to know more regarding the requested records.
This notice must also contain a request for the contacted individual(s) to promptly respond
to the public records officer(s) if they believe another departments and/or individuals might
have custody, or know more, regarding the requested records. Parties potentially receiving
notice include, but are not limited to, staff members, elected officials, appointed officials,
City contractors who may have responsive public records as a consequence of their work,
and others whom public records officer(s) have a reasonable belief that an individual are
likely to have responsive records.
(a) Each department shall designate to the public records officer(s) a person or persons
responsible for receiving departmental collect and hold notices. This designee shall also
be responsible for coordinating their department’s search for responsive records,
including but not limited to, forwarding notice to individuals within their department
who the designee reasonably determines are likely to have responsive records or likely
knows more about where responsive records are located, performing research to ensure
adequacy of the search, assembling all responsive records within their department,
forwarding all responsive records to the public records officer(s), and keeping and
providing documentation of their search.
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(b) Department designees, with approval from their directors, should provide forewarning
to public records officer(s) of anticipated absences greater than a week and provide a
backup designee for the time period they will be absent.
(c) Public records officer(s), as well as departmental designees and individuals with
responsive records, shall document all searches conducted in response to a public
records request. When conducting large and/or complex searches, search logs, as
provided in “Attachment D,” shall be completed by all public records officer(s),
departmental designees, and individuals involved in the search. When conducting
simple searches, public records officer(s) shall complete a search log.
(3) Any individual who is not working with a departmental designee that has responsive
records shall inform the public records officer, who will arrange a method to collect or
receive said records.
(4) Public records officer(s) shall maintain documents related to records searches, including
but not limited to: collect and hold notices, search logs, and other materials that
demonstrate the adequacy of the search, for at least two years after the request has been
closed, or lawful disposition, whichever is later.
I. No duty to create records. The City is not obligated to create a new record to satisfy a records
request. However, in responding to certain requests, it may be less time consuming for the City
to create a record responsive to the request rather than collecting and making available
voluminous records that contain small pieces of the information sought by the requestor. If the
requestor is agreeable, that the creation of the new record would satisfy their request, and the
City finds that it would save significant time and effort fulfilling the records request through
this method, the City may, at its discretion, choose to create a new record to fulfill a request.
J. Third party notice. In the event that the requested records contain information that may affect
rights of others and may be exempt from disclosure, public records officer(s) may, prior to
providing the records, give notice to such others whose rights may be affected by the
disclosure. Such notice, as provided in “Attachment F,” should be given so as to make it
possible for those other persons to contact the requestor and ask him or her to revise the request,
or, if necessary, seek an order from a court to prevent or limit the disclosure. The notice to the
affected persons will include a copy of the request. To provide third party notice, the City
should have a reasonable belief that the record is arguably exempt, otherwise notice may be
viewed as unreasonably delaying the requestor’s access to a disclosable record.
(1) The City accepts no obligation to provide third party notice, but may choose in its sole
discretion to issue notice under the following circumstances:
(a) The City has contractually obligated itself through agreement with another party to
provide third party notice, or the City has determined to provide third party notice
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provided the City should also have a reasonable belief that the record is arguably
exempt.
(2) If third party notice is provided, it shall allow ten business days for the notified party to
act, either through agreement with the requestor to amend their request, or by enjoining the
City with a court order prohibiting disclosure, with the deadline established as the close of
business on a date certain.
K. Records exempt from disclosure. Some records are exempt from disclosure, in whole or in
part. If the City believes that a record is exempt from disclosure and should be withheld, public
records officer(s) will state the specific exemption and provide a brief written explanation of
why the record or a portion of the record is being withheld. If only a portion of a record is
exempt from disclosure, but the remainder is not exempt, public records officer(s) will redact
the exempt portions, provide the nonexempt portions, and indicate to the requestor why
portions of the record are being redacted. Specific exemptions and brief explanations shall be
sent to the requestor on an exemption log, as provided in “Attachment G.”
L. Inspection of records. Consistent with other demands, the City 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 document.
M. Time to claim. The requestor must claim or review the assembled records within thirty days of
the City’s notification to him or her that the records are available for inspection or copying.
The City shall notify the requestor in writing of this requirement and inform the requestor that
he or she should contact the City to make arrangements to claim or review the records. If the
requestor or a representative of the requestor fails to claim or review the records within the
thirty-day period or make other arrangements, the City may close the request and refile the
assembled records. Other public records requests can be processed ahead of a subsequent
request by the same person for the same or almost identical records, which can be processed
as a new request.
N. Providing copies of records. After inspection is complete, public records officer(s) or designees
shall make the requested copies or arrange for copying, subject to copying costs as outlined in
Section 12.
O. Providing records in installments. When the request is for a large number of records, public
records officer(s) will provide access for inspection and copying in installments, if he or she
reasonably determines that it would be practical to provide the records in that way. When the
requestor has obtained the records he or she is seeking, the requestor should advise the public
records officer(s) that the provided records complete the request, and the request may be
closed. If, within thirty days, the requestor fails to inspect available installments, public records
officer(s) may stop searching for the remaining records and close the request.
P. Completion of request. When the inspection of the requested records is complete and/or all
requested records are provided, public records officer(s) will indicate to the requestor that the
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City has completed a reasonable search for the requested records and closed said request. This
indication shall also include language asking the requestor to promptly contact the agency if
he or she believes additional responsive records have not been provided.
Q. Closing withdrawn or abandoned requests. When the requestor either withdraws the request,
fails to clarify an entirely unclear request, fails to fulfill his or her obligations to inspect the
records, fails to pay the deposit, fails to pay the required fees for an installment, or fails to
make final payment for the requested copies, public records officer(s) shall close the request
and, unless the City has already indicated in previous correspondence that the request would
be closed under the above circumstances, indicate to the requestor that the City has closed the
request.
R. Later discovered records. If, after the City has informed the requestor that it has provided all
available records, the City becomes aware of additional responsive records existing at the time
of the request, it will promptly inform the requestor of the additional documents and provide
them on an expedited basis.
Section 11. Processing requests for electronic records.
A. Requesting electronic records. The process for requesting electronic public records is the same
as for requesting paper public records.
B. Providing electronic records. When a requestor requests records in an electronic format, the
public records officer will provide the nonexempt records or portions of such records that are
reasonably locatable in an electronic format that is used by the City and is generally
commercially available, or in a format that is reasonably translatable from the format in which
the agency keeps the record.
C. Physical records provided electronically. Physical records that are specifically requested to be
provided electronically are subject to processing fees listed in Section 12 of this policy.
Section 12. Costs for providing copies of public records.
A. Disallowed charges.
(1) No fee shall be charged for the inspection of public records or locating public records and
making them available for copying, except as provided in RCW 42.56.240(14) regarding
body worn camera recordings and RCW 42.56.120(3) regarding customized service
charges.
(2) No fee shall be charged for searching for public records, redacting portions of a record
which are exempt from disclosure, or preparing an index of exempt documents.
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B. Allowed charges.
(1) Reasonable fees. Reasonable fees will be imposed to reimburse the City for the costs of
providing copies in accordance with RCW 42.56.120. The City finds that calculating
actual costs for providing copies of public records would be unduly burdensome for the
following reasons:
(a) The City currently employs 269 employees. Because the majority of City employees
contribute to the production of public record requests and employees earn different
salaries or rates of pay, public records officer(s) would need to be privy to salaries of
all employees in order to calculate the invoice.
(b) Employees supplying scanned records to public records officer(s) would be required to
track time spent, thereby creating a burden for those employees without work stations
as well as additional work not assigned in many employees’ job descriptions and/or
union contracts.
(c) The City’s public records officer(s) would be required to maintain a record of all
employees who contributed to each part of a public record request and potentially
charge different amounts for multiple scanned pages.
(d) The response time to a public records request may be delayed in order to calculate
scanning costs and create an invoice with different rates of scanning charges.
(2) Fee schedule. Unless a fee is fixed by another federal, state, or City ordinance/resolution,
the following fee schedule is applicable:
Inspection of agency
records on City’s website
or scheduled at the City’s
office

No fee.

Access or downloading
records posted on City’s
website

No fee.

8.5" x 14” page or less

$0.15 per printed page ($0.15 for single-sided and doublesided) for photocopies of physical public records or printed
copies of electronic public records requested in physical
form.

Physical documents larger
than 8.5” x 14”

Actual cost per vendor invoice.

Storage media (CD/DVD)

$1.00 per CD/DVD used to transmit electronic data to
requestor, either due to their request for physical transfer of
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electronic data, or that data is too large to be electronically
transferred using City resources.
Postage/delivery Cost

Actual cost of postage, envelopes, boxes, delivery service,
or any other necessary charges to facilitate delivery of
records request. Only charged if request is sent to requestor
via mail or delivery. Requestors may request inspection, pick
up their records request in person, or choose electronic
delivery, if available, if they do not wish to be charged this
fee.

Electronic records

$0.10 per page for physical public records scanned and sent
electronically.
$0.05 per each four electronic files or attachment upload to
email, cloud-based data storage service, or other means of
electronic delivery.
$0.10 per gigabyte for the transmission of public records in
an electronic format or for the use of City equipment to send
the records electronically. The City shall take reasonable
steps to provide the records in the most efficient manner
available to the City in its normal operations.

Video or audio record
reproduction

Actual cost per vendor invoice.

Customized service
charge

Actual cost as provided below.

(3) Multiple charges. Fees listed above may be combined to the extent more than one type of
charge applies to copies released in response to a particular request.
(4) Waiver of fees.
(a) Fees may be waived for a single request if the expense of processing the payment
exceeds the costs of providing the copies, or for a single request if the total fee is $2 or
less, including all actual costs such as supplies, packaging, postage, or delivery.
(b) Fees may be waived for good cause including, but not limited to: providing records for
an ADA accommodation approved by the City Manager or designee on a case by case
basis.
(c) Fees shall be waived for Law Enforcement Agencies and state certified Criminal
Justice Agencies requesting records related to conviction and non-conviction
information (RCW 10.97).
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(5) Sales tax. The City cannot charge sales tax on copies it makes at its own facilities (RCW
82.12.02525, 82.08.02525).
(6) Customized service charge. The City may include a customized service charge if the City
estimates that a public records request would require the use of information technology
expertise to prepare data compilations, or provide customized electronic access services
when such compilations and customized access services are not used by the City for other
purposes. Such charge shall be the actual cost of providing the customized access service.
The City must notify the requestor in advance of the customized service charge to be
applied, including an explanation of why the customized service charge applies, a
description of the specific expertise, and a reasonable estimate cost of the charge, and the
City must provide the requestor the opportunity to amend the public records request in
order to avoid or reduce the cost of a customized service charge.
(7) Use of other copying services. The City is not required to copy records at its own facilities
and may use a commercial copying center for duplicating voluminous records or records
in non-routine formats such as photographs, blueprints or tape recordings. The City will
bill the requestor for the actual cost charged by the vendor.
(8) Deposit or payment by installments. Prior to copying records, public records officer(s) may
require a deposit of up to ten percent of the estimated costs of copying the records,
including customized service charges, selected by a requestor. Public records officer(s)
may also require the payment 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.
(9) Method of payment. Payment may be made by cash, check, or debit/credit card to the City.
Section 13. Denials of requests for public records.
A. 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 to the City Manager
for a review of that decision. The petition shall include a copy of the written statement by the
public records officer denying the request.
B. Consideration of petition for review. The City Manager, or designee, shall within three
business days consider the petition and either affirm or reverse the denial following the City’s
receipt of the petition, or within such other time to which the City and the requestor mutually
agree.
C. Judicial review. Any person may obtain court review of denials of public records requests
pursuant to RCW 42.56.550.
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Section 14. Policy Available to Public.
A copy of this policy shall be prominently displayed at Mountlake Terrace City Hall and the
Mountlake Terrace Police Department as well as posted on the City website. Copies shall also be
available to the public for inspection or copying, upon request (RCW 42.56.040(1)).
Section 15. Training and Compliance.
A. The Public Records Act is complicated, and compliance requires training. Training on the act
is required for local elected officials, persons appointed to fill elected office vacancies and
public records officers (RCW 42.56.150; 42.56.152). Public records officers must also receive
training on electronic records (RCW 42.56.152(5)).
(1) For City elected officials and public records officers, the following training is adopted as
the mandatory minimum standard:
(a) City elected officials. Each City elected official, as well as any individual appointed to
fill a vacancy in a City elected office, shall complete a training course regarding RCW
42.56 (public records) and RCW 40.14 (records retention) within ninety days of taking
the oath of office or otherwise assuming his or her duties as a public official. Each
individual is also obligated to complete refresher training on RCW 42.56 and RCW
40.14 at intervals of no more than four years for as long as he or she holds office (RCW
42.56.150).
(b) Public records officers. Each public records officer shall complete a training course
regarding RCW 42.56 (public records), RCW 40.14 (records retention), and issues
related to the retention, production, and disclosure of electronic documents, including
updating and improving technology information services, within ninety days of
assuming their position or responsibilities. Each public records officer is also obligated
to complete refresher training on the aforementioned areas at intervals of no more than
four years as long as they maintain the designation of public records officer (RCW
42.56.152).
B. Due to the nature of public records requests, and the potential to involve a variety of elected
officials, appointed board members, and staff members, the City seeks to make all individuals
aware of their responsibilities, obligations, and potential liability under RCW 42.56. Therefore,
in addition to all training that is required or might be conducted, all City elected officials,
appointed board members, and staff members, shall be presented with an acknowledgement
form related to their responsibilities, obligations, and potential liability under RCW 42.56,
which is included in this policy as “Attachment E.” This acknowledgment form shall be signed
by the elected official, appointed board member, or staff member within thirty days of
assuming office, appointment, or hire date, and kept as a record of the City until lawful
disposition.
C. In addition to the mandatory minimum training listed above, public records officer(s) may offer
additional training courses and resources to elected officials, appointed board members, and

City of Mountlake Terrace Public Records Policy

Page 24 of 57

staff members to increase compliance with and understanding of RCW 42.56 (public records)
and/or RCW 40.14 (records retention). Records related to the minimum training, as required
by law, shall be kept by public records officers to ensure that all required parties are completing
training in the time frame provided.
D. If any agent of the City does not understand their responsibilities related to public records
under RCW 42.56 and/or RCW 40.14, or is unsure of how to comply with the law, the
individual shall immediately request clarification and/or instruction from the public records
officer, City Attorney, or City Manager before performing any act related to RCW 42.56 or
RCW 40.14.
E. Compliance with RCW 42.56 and RCW 40.14 is mandatory for all elected officials, officers,
employees, contractors and agents of the City.
Section 16. Disclaimer of liability.
Neither the City nor any officer, employee, official or custodian shall be liable, nor shall a cause
of action exist, for any loss or damage based upon a release of public records if the person releasing
acted in good faith in attempting to comply with the Public Records Act (RCW 42.56.060).
Section 17. Revised Code of Washington.
The Revised Code of Washington can be found on the Washington State Legislature’s webpage at
http://app.leg.wa.gov/RCW/default.aspx.
Section 18. Washington Administrative Code.
The Washington Administrative Code can be found on the Washington State Legislature’s
webpage at http://apps.leg.wa.gov/wac/default.aspx.
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ATTACHMENT B
CITY OF MOUNTLAKE TERRACE
LIST OF PUBLIC RECORDS EXEMPTIONS AND
PROHIBITIONS NOT FOUND IN RCW 42.56
As stated in Section 7 of the City of Mountlake Terrace’s Public Records Policy, the Public
Records Act (RCW 42.56) provides that a number of types of records are prohibited from being
disclosed or are exempt from public inspection and copying. In addition, documents are exempt
from disclosure if any other state or federal law exempts or prohibits disclosure. Requestors should
take note that there are many exemptions outside of the Public Records Act that may restrict the
availability for inspection or release of some documents.
This list is for informational purposes only and failure to list an exemption shall not affect the
efficacy of any exemption. This list shall be augmented with the latest version of published
exemptions provided by Municipal Research and Services Center of Washington, located on their
website at www.mrsc.org and the latest version of published exemptions provided by the
Washington State Code Reviser’s Office as published on the Washington State’s Sunshine
Committee website at www.atg.wa.gov/sunshine-committee.
Exemptions or prohibitions on disclosure found within Washington State Statutes outside of
RCW 42.56:
Subject
Code reviser
Judicial conduct

RCW
1.08.027
2.64.111

Hospital review

4.24.250

Hazards to public

4.24.601

Product liability

4.24.611

Equal rights

4.92.210

Privileged
communications

5.60.060

Mediation

5.60.070
7.07.050(5),
7.07.070
7.68.080(9)(a)

Medical
examinations

Description
Code Reviser drafting services
Judicial conduct commission investigations and
initial proceedings
Hospital review committee records on
professional staff
Trade secrets and confidential research,
development, or commercial information
Trade secrets, confidential research,
development or commercial information
concerning products or business methods
Information in centralized risk management
claim tracking system
General statements of privileged
communications between persons and various
professionals
Materials used in any court ordered mediation
Mediation communications
The director may examine records of health care
provider notwithstanding any statute that makes
the records privileged or confidential

City of Mountlake Terrace Public Records Policy

7.68.080(10)

Page 26 of 57

At the request of health care contractor,
department must keep financial and trade
information confidential
Records regarding crime victims
Name, address, or photograph of child victim or
child witness
County or City dispute resolution center records

Victim records
Child victims

7.68.140
7.69A.030 (4)

Dispute resolution
centers
Compliance review

7.75.050

Collaborative law

7.77.140, 7.77.150,
7.77.160, 7.77.170

Financial institution compliance review
documents
Confidentiality and privileged information
regarding collaborative law

Reproductive
privacy
Firearms

9.02.100

Personal reproductive decisions

9.41.097(2)

Mental health information regarding persons
buying pistols or applying for concealed pistol
licenses
Concealed pistol license applications
Records regarding a person’s voluntary waiver
of firearm rights
Name of confidential informants in written
report on wire tapping

Controlled
substances,
commercial sexual
abuse
Criminal
Proceedings

7.88.020, 7.88.030

9.41.129
9.41.350(6) - c 145 s
1
9.73.230

9.94A.745

9.94A.885

9A.44.138

9A.82.170
10.27.090
10.27.160
10.52.100
10.77.205

10.77.210
10.97 RCW

Records of the interstate commission for adult
offender supervision that would adversely affect
personal privacy rights or proprietary interests
Information regarding victims, survivors of
victims, or witnesses that are sent clemency
hearing notices may not be released to offender
Sex offender registration information given to
high school or institution of higher education
regarding an employee or student is confidential
Information from a financial intuition relating to
the criminal profiteering act
Grand jury testimony
Grand jury reports
Identity of child victims of sexual assault
Information about victims, next of kin, or
witnesses requesting notice of release of
convicted sex or violent offenders
Records of persons committed for criminal
insanity
Criminal records unless disposition included
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10.97.130
10.101.020
Trusts

11.110.040
11.110.075

Juvenile proceedings

13.04.155
13.24.011

13.34.046

13.40.150
13.40.215 and
13.40.217

13.50.010(12)

13.50.010(13)
13.50.010(14)

13.50.010(15)

13.50.010(16)
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Names of victims of sexual assaults who are 18
years of age or younger
Information given by persons to determine
eligibility for indigent defense
Trust instrument not exclusively for charitable
purposes
Instrument creating a charitable trust, possibly
only if the instrument creates a trust for both
charitable and noncharitable purposes
Information on juvenile conviction by adult
criminal court given to school principal
Records of the interstate compact for juveniles
that would adversely affect personal privacy
rights or proprietary interests
Information regarding a youth subject to chapter
13.34 RCW is confidential except as required
under a lawful court order
Sources of confidential information in
dispositional hearings on juvenile offenses
Information about victims, next of kin, or
witnesses requesting notice of release of
juvenile convicted of violent sex offense or
stalking
Electronic research copy of juvenile records
maintains same level of confidentiality and
anonymity as juvenile records in judicial
information system
Information in records released to the
Washington state office of public defense
Records released by the court to the Washington
state office of civil legal aid records maintain
confidentiality of confidential information
Child welfare records that may assist in meeting
educational needs of foster youth may be shared
with a state agency or agency’s contractor but
otherwise retain their confidentiality except as
allowed under chapter 13.50 RCW and federal
law
Limited disclosure of health and safety
information from the department of children,
youth, and families to the department of
commerce regarding youth who are in foster
care who are admitted to crisis residential
centers or HOPE centers
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13.50.010(17)

13.50.050(3)
13.50.050(14)(b)

13.50.100(2)
Agriculture and
livestock

15.19.080
15.53.9018(10)
15.54.362
15.58.060(1)(c)
15.58.065(2)
15.65.510
15.86.110
15.135.100(1) - c
106 s 10
15.135.100(2) - c
106 s 10
16.65.030(1)(d)
17.24.061(2)

Counselors

18.19.180

Boarding homes

18.20.120

Dentistry

18.20.390
18.32.040

Escrow agents

18.44.031(2)
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Department of children, youth, and families may
disclose certain confidential records to specific
entities for the purpose of investigating and
preventing child abuse and neglect, and for
health care coordination of children in foster
care
Records on commission of juvenile crimes
Records of juveniles who receive a pardon are
confidential, including the existence or
nonexistence of the record
Juvenile justice or care agency records not
relating to commission of juvenile crimes
Ginseng information from individual growers or
dealers
Semiannual commercial feed reports
Information regarding business operations
contained in reports on commercial fertilizer
Business information of a proprietary nature
regarding pesticide formulas
Privileged or confidential commercial or
financial information regarding pesticides
Information on agricultural marketing
agreements
Business records organic food products
Information obtained from the federal
government if exempt from disclosure under
federal law
Personal financial information or proprietary
data obtained by the department of agriculture
Financial statement info in public livestock
market license applications
Financial or commercial information regarding
insect pests, noxious weeds, or organisms
affecting plant life
Counselor communications and disclosure
statement
Identity of individual or name of boarding
homes from boarding home licensing records
Quality assurance committee information
Dentistry licensing examination records only
accessible by the registered person unless
disclosure would compromise the examination
process
Personal information in applications for escrow
agent licenses
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Maternity homes

18.46.090

Optometrists
Nonresident
pharmacies
Physician discipline
Impaired physician
Psychologists

18.53.200
18.64.420

Plumbing trainees

18.106.320(2)

Health care
professionals

18.130.057(2)(b)

18.71.0195
18.71.340
18.83.110

18.130.095(1)(a)

18.130.172(1)
18.130.175(4)
Vulnerable adult
agencies

18.330.050(2)(f)

Business licenses

19.02.115

Collection agencies
Electrical trainees

19.16.245
19.28.171

Electric utilities

19.29A.100

Electronic
authorization

19.34.240

Misappropriation

19.34.420
19.108.020

Mortgage licensing

19.146.370(4)
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Information on maternity homes received by the
department of health identifying individuals or
maternity homes
Information and records of optometrists
Records obtained by the department of health
regarding various insurance companies
Contents of physician disciplinary report
Entry records under impaired physician program
Communications between client and
psychologist
Information obtained from contractors on
plumbing trainee hours
Disciplining authority may not disclose
information in a file that contains confidential or
privileged information regarding a patient other
than the person making the complaint or report
Treatment and pretreatment records of health
professionals referred to voluntary substance
abuse monitoring program under uniform
disciplinary act
Summary and stipulations in complaints against
health care professionals
Voluntary substance abuse treatment records of
licensed health care professionals
On referral disclosure statement, must include
statement that agency will need client
authorization to obtain or disclose confidential
information
Master license service program licensing
information is confidential and privileged
except as provided in this section
Collection agency financial statements
Information obtained from electrical contractors
on electrical trainee hours
Electric utilities may not disclose private or
proprietary customer information
Private keys under the electronic authentication
act
Electronic authentication information
Equitable remedies to preserve secrecy of trade
secrets
Chapter 42.56 RCW relating to supervisory
information or information subject to
19.146.370(1) of this section is superseded by
this section
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Money transfers
Information
technology
Securities act

Commodity
transactions
Agricultural
commodities
Nonprofit
corporations

Marriages
Dissolution
Family court
Child support

Adoption

Child abuse

Parentage
Archaeological sites
Higher education

Elections

19.230.190
19.330.080(5)
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Money transfer licensing information
Confidential technology information used in
manufacturing products sold in state is subject
to a protective order
21.20.480
Securities act investigations
21.20.855
Reports and information from securities
examinations
21.30.170
Some information obtained by the Department
of Financial Institutions
22.09.040(9)
Warehouse license information
22.09.045 (7)
Grain dealer license information
24.03.435
Information in interrogatories of nonprofit
corporations by the Secretary of State
24.06.480
Information in interrogatories of nonprofit
miscellaneous and mutual corporations by
Secretary of State
26.04.175
Marriage applications and records about
participants in address confidentiality program
26.09.015
Dissolution mediation proceedings
26.12.080
Superior court may order family court files
closed to protect privacy
26.23.120(1)
Records concerning persons owing child
support
26.23.150
Social security numbers collected by licensing
agencies not to be disclosed
26.33.330, 26.33.340 Adoption records (except by court order for
good cause)
26.33.345
Adoption contact preference form and birth
parent updated medical history form
26.44.125(6)
Child abuse or neglect review hearings
26.44.187 - c 171 s 4 Recorded child interviews regarding child abuse
or neglect
26.26A.050 - c 6 s
Personally identifiable information of the child
106
and others in parentage proceedings
27.53.070
Communications on location of archaeological
sites not public records
28B.85.020(2)
Financial disclosures provided to HEC Board by
private vocational schools
28C.10.050(2)(a)
Financial disclosures by private vocational
schools
29A.08.710
Original voter registration forms or their images
29A.08.720(1)
The location where an individual is registered to
vote
29A.08.720(2)(b) - c The personally identifiable voter registration
109 s 11
information of individuals under 18
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29A.08.770 - c 109 s
19
29A.08.359 - c 110 s
104
29A.56.670
29A.32.100
29A.92.100(3) - c
113 s 402
Financial institutions

30A.04.075(1)
30A.04.230(4)(a)
30A.04.410(3)
31.04.274(1)
31.12.565(1)
31.35.070
31.45.030(3)
31.45.077(2)
31.45.090

32.04.220 (1), (5)
32.32.228(3)
32.32.275

33.04.110 (1), (5)
33.24.360(1)(d)
Rail fixed guideway
system

35.21.228(4),
35A.21.300(4),
36.01.210(4),
36.57.120(4),
36.57A.170(4)
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The personally identifiable voter registration
information of individuals under 18 maintained
by the secretary of state and county auditors
Personal information supplied to obtain a
driver’s license or identicard and used to certify
registered voters
Minor party and independent candidate
nominating petitions
Argument or statement submitted to the
secretary of state in voters’ pamphlet
A plaintiff’s filing of an action regarding equal
voting rights under the Washington voting rights
act of 2018
Information obtained from bank examinations
Information regarding investigations of out-ofstate banks
Findings related to disapprovals of bank
acquisitions
Certain information provided to the nationwide
mortgage licensing system
Examinations and reports on credit unions
Reports on examinations of agricultural lenders
Personal information of applicants of check
cashers or sellers
Personal information of applicants of small loan
endorsements
Trade secrets supplied by licensed check cashers
and sellers as part of the annual report to
Director of Financial Institutions
Information from examinations of mutual
savings banks
Findings disapproving conversion from mutual
savings to capital stock savings bank
Information applicants deem confidential
relating to conversion of mutual savings bank to
capital stock savings bank
Information from examinations of savings and
loan associations
Name of lender financing acquisition of a
savings and loan, if requested by applicant
Rail fixed guideway system security and
emergency preparedness plan

City of Mountlake Terrace Public Records Policy

Tactical information

36.28A.060(8)

Public stadium
authority

36.102.200

Automatic number
identification system

38.52.575

38.52.577

Alternative public
works

39.10.470(2)
39.10.470(3)

State procurement

39.26.030(2)

Preservation and
destruction of public
records

40.14.030(2)
40.14.070(2)(c)

40.14.180
Domestic violence,
sexual assault

40.24.070

Biometric identifiers

40.26.020(5)

Health care contracts
School district
insurance

41.05.026
41.05.890(2) – c 260
s 31
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Tactical and intelligence information provided
to the Washington Association of Sheriffs and
Police Chiefs
Financial information on master tenant,
concessioners, team affiliate, or sublease of a
public stadium authority’s facilities
Information in automatic number identification
system or automatic location identification
database that is part of a 911 system and
information submitted to be part of a county
enhanced 911 emergency communication
system
Information obtained from an automatic number
identification system or automatic location
identification database
Trade secrets and proprietary information from
contractors under alternative public works
Proposals from design-build finalists for
alternative public works transactions until
selection is made or terminated
Competitive bids subject to chapter 42.56 RCW
except exempt from disclosure until apparent
successful bidder announced
Records transferred to state archives
Sex offender records transferred to the
Washington Association of Sheriffs and Police
Chiefs
Bill drafting records of the Code Reviser’s
Office
Names of persons in domestic violence or
sexual assault programs, records in address
confidentiality program, and limitations on
contact information in program participant’s file
obtained from wireless telecommunications
providers
Biometric identifier information may not be
disclosed under the public records act, chapter
42.56 RCW
Health care contractor proprietary information
Claims, health care, and financial information
submitted by school districts to the office of the
insurance commissioner and health care
authority
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Salary surveys

Collective
bargaining
Scientific research
State government
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41.06.160, 41.06.167 Salary and fringe benefit information
identifying a private employer from the
Department of Personnel salary survey
41.56.029(2),
Collective bargaining authorization cards of
41.56.510
public employees and adult family home
providers
42.48.020, 42.48.040 Personally identifiable public records used in
scientific research
43.01.425
Crisis referral services communications and
information are confidential
43.06A.050
Investigative records of Office of Family and
Children’s Ombudsman
43.09.186(4)
Identity of person and documents in report to
toll-free efficiency hotline
43.17.410
Personal information of vulnerable individuals
and in-home caregivers
43.19.736
Print jobs contracted with private vendors must
require vendor to enter into a confidentiality
agreement if materials contain sensitive or
personally identifiable information
43.19.781
Risk management loss history information
43.21A.160
Information on unique production processes
given to the DOE
43.21F.060(1)
Proprietary information received by the State
Energy Office
43.22.290
Employer labor statistics reports provided to
the Department of Labor & Industries
43.22.434
Information obtained from contractors through
an audit
43.23.270
Financial and commercial information obtained
by Department of Agriculture for export market
development projects
43.33A.025
State Investment Board criminal history record
check
43.41.100
Confidential reports made to the governor by
director of OFM
43.41.435
Enumeration data used for population estimates
43.43.710
WSP information in records relating to the
commission of any crime by any person
43.43.762
Access to information in criminal street gang
database determined by the chief executive
officer of each participating agency
43.43.856
WSP organized crime Investigative information
43.52.612
Financial information provided to operating
agencies in bid forms and experience provided
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Motor vehicles and
transportation
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by a contractor to a joint operating agency
regarding bids on constructing a nuclear project
43.70.050(2)
Health care related data identifying patients or
providers obtained by state agencies
43.70.052
DOH must maintain confidentiality of collected
patient discharge data
43.70.056(2)(e)
Hospital reports and information on health careassociated infections
43.70.075
Identity of whistleblower who makes a
complaint to the Department of Health
regarding improper care
43.70.510
Information and documents created, collected
and maintained by a quality assurance
committee
43.70.695(5)
Healthcare workforce surveys identifying
individual providers
43.101.400
Criminal justice training commission records
43.185C.030
Personal information collected in homeless
census
43.190.110
Complaint and investigation records of longterm care ombudsman
43.216.015(15)
Oversight board for children, youth, and
families records, only the information if
otherwise confidential under state or federal law
43.235.040(1)
Domestic violence fatality review information
43.330.062
Protocols may not require release of information
that associate development organization client
company has requested remain confidential
43.382.040
All matters under investigation by the
developmental disabilities ombuds are
confidential.
43.370.050(2)
Individual identification in released health care
data for studies and analysis
43.06C.060(3) - c
Information regarding investigations exchanged
270 s 7
between the office of the corrections ombuds
and the department of corrections
46.12.635
Names and addresses of motor vehicle or vessel
owners except for "business" and other purposes
46.20.041
Information on physically or mentally disabled
person demonstrating ability to drive
46.20.118
Photos on drivers’ licenses and identicards
46.35.030(1)(a)
Information obtained by a court order pursuant
to discovery is not subject to public disclosure
46.52.065
Blood sample analyses done by state toxicology
46.52.080, 46.52.083 Most information in police accident reports
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46.52.120
46.52.130
46.70.042

Insurance
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Individual motor vehicle driver records
Abstracts of motor vehicle driver records
Application for vehicle dealer licenses for 3
years
47.28.075
Information supplied to DOT to qualify
contractors for highway construction
47.28.760
Information supplied to DOT to qualify
contractors for ferry construction
47.60.760
Financial information submitted to qualify to
bid for a ferry construction contract
48.02.065(1)
Information provided in the course of an
insurance commissioner examination
48.02.120
Insurance company actuarial formulas, statistics,
and assumptions held by Insurance
Commissioner
48.02.230
Information used to develop an individual health
insurance market stability program
48.03.040(6)(a),
Examinations and investigations by state
48.03.050
insurance commissioner
48.05.385(2)
Information in support of the statement of
actuarial opinion
48.05.465
Insurance risk-based capital reports and plans
48.05.510(4)
Insurer’s reports to Insurance Commissioner
48.13.151
Information related to investment policies
provided to the insurance commissioner is
confidential and not a public record
48.17.595(6)
Information of insurer termination of business
relationship with insurance producer or title
insurance agent given to insurance
commissioner
48.19.040(5)(b)
Information in a filing about the usage-based
component in determining rates on usage-based
insurance is confidential
48.20.530,
Proof of nonresident pharmacy licensure used
48.21.330,
by insurance companies to provide drugs to
48.44.470, 48.56.540 residents
48.30A.060
Insurance company antifraud plans submitted to
Insurance Commissioner
48.31.405(1)
Commissioner information relating to
supervision of any insurer
48.31B.015(1)(b)
Filing by controlling person of insurer seeking
to divest its controlling interest is confidential
until conclusion of the transaction
48.31B.015(2)(b)
Source of consideration for loan associated with
acquiring an insurance company
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48.32.110(2)
48.37.080 (1), (3)
48.43.200(4)
48.43.335(1)
48.43.730
48.44.530(4)
48.46.600(4)
48.62.101(2)
48.74.028(6)
48.74.026(1)(a)

48.94.010
48.102.140(5)(a)

48.104.050 (1)
48.110.040
48.130.070

48.135.060(1)
48.195.040(1) - c 30
s5
Labor regulations

49.17.080(1)
49.17.200
49.17.210
49.17.250(3)
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Request for examination into insurer's financial
condition
Insurance market conduct oversight information
Reports of material transactions by certified
health plans
Insurance risk base capital reports and plans
Provider compensation agreements are
confidential
Reports of material transactions by health care
service contractors
Reports of material transactions by health
maintenance organizations
Local government self-insurance liability
reserve funds
Information obtained in the course of an
actuarial examination/investigation
The opinion and memorandum in support of the
opinion submitted to the commissioner under
RCW 48.74.025 are confidential and privileged.
Summary of Insurance Commissioner’s refusal
to issue reinsurance intermediary license
Documents and evidence provided regarding
life settlement act fraud investigations are
confidential and not public records
Holocaust insurance company registry records
Financial reports files with the Insurance
Commissioner
Records of the Interstate Insurance Product
Regulation Compact involving privacy of
individuals and insurers trade secrets
Insurance fraud investigative and identity
information
An insurer’s corporate governance annual
disclosure and related information submitted to
the insurance commissioner
Name of employee of company seeking
Industrial Safety and Health Act
Trade secrets reported to L&I under the
Industrial Safety and Health Act
Identification of employer or employee in L&I
studies
Information obtained by L&I from employerrequested consultation regarding the Industrial
Safety and Health Act
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49.17.260
49.60.240
49.70.119(6)(a)
49.76.040
49.76.090

Family and medical
leave

Industrial insurance

Export trading
company
Unclaimed property

Autopsies
Coroners
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L&I investigative reports on industrial
catastrophes
Option for Human Rights Commission
complaints not to be made public
Name of employee seeking records of
agricultural pesticide applications
Employee’s information regarding domestic
violence
Domestic violence leave information in files and
records of employees is confidential and not
open to public inspection
Most information supplied to the Employment
Security Department

50.13.015,
50.13.020,
50.13.040,
50.13.050, 50.13.100
50.13.060(8)
WorkFirst program information
50A.04.195(4)
Information pertaining to employees regarding
family and medical leave
50A.04.080(2)(b)
Information obtained under this chapter from
employer records is confidential
50A.04.205(4)
Information in surveys of the ombuds office for
families and medical leave
51.04.063
Information relating to individual claims
resolution structural settlement agreements
submitted to the board of industrial appeals
51.16.070(2)
Information in employer’s records obtained by
L&I under Industrial Insurance
51.28.070
Information in industrial insurance claim files
51.36.110(1)
Information in audits of health care providers
under Industrial Insurance
51.36.120
Financial or valuable trade information from
health care providers
53.31.050
Financial and commercial information supplied
to port district export trading company
63.29.300(4)
Material obtained during an examination under
chapter 63.29 RCW is confidential and may not
be disclosed to any person except as provided in
RCW 63.29.380
63.29.380
Information relating to unclaimed property
furnished to the Department of Revenue
68.50.105
Records of autopsies and post mortems;
conditions, limitations on exemption
68.64.190
Certain information released to tissue or organ
procurement
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Food, drugs,
cosmetics, poison

69.41.044
69.41.280
69.45.090

69.51.050
Unwanted
medication disposal

69.48.170 - c 196 s
17

Health care

70.02.220 to
70.02.260
70.05.170

Child mortality
Sexually transmitted
diseases

70.24.022

70.24.024
70.24.034
Tuberculosis
Long-term care
workers

70.28.020
70.39A.275

Hospitals

70.41.150
70.41.200(3)
70.41.220

Medical tests

70.42.210

Medical treatment
Jail register
Cancer registry
Maternal mortality
Birth certificate

70.47.150
70.48.100
70.54.250
70.54.450(4)(a)
70.58.055(2)

Fireworks
Air quality

70.77.455
70.94.205
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Pharmaceutical manufacturer information
obtained by the quality assurance commission
Information on legend drugs obtained by the
pharmacy quality assurance commission
Records and information supplied by drug
manufactures to the pharmacy quality assurance
commission
Names of persons participating in controlled
substances therapeutic research programs
Proprietary information submitted to the
Department of Health regarding unwanted
medication disposal
Personal health care information
Medical records regarding child mortality
review
Information gathered by health care workers
from interviews regarding sexually transmitted
diseases
Records of hearings on orders related to
sexually transmitted diseases
Records on hearings on dangerous sexual
behavior of sexually transmitted disease carriers
Tuberculosis records
Personally identifiable information used to
develop quarterly expenditure reports for certain
long-term care services providers
Hospital inspection information
Information maintained by a health care services
quality improvement committee
Hospital records restricting practitioner’s
privileges in possession of medical disciplinary
board
Identity of person whose material was taken at a
medical test site
Records of medical treatment
Jail register records
Cancer registry program
Maternal mortality review panel information
Information on birth manner of delivery kept in
birth certificate records
Fireworks license records
Information on processes or if it may affect
competitive position
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Solid waste

70.95.280

Waste reduction

70.95C.040(4)
70.95C.220(2)
70.95C.240(1)

Electronics recycling 70.95N.140(4)
Pesticide poisoning
Hazardous waste

70.104.055
70.105.170

Sewage

70.118.070

Nursing home
whistleblower
Sexual assault
program
Hospice
Long-term care
residents
Petroleum storage
tanks

70.124.100

Heating oil tanks
Tobacco products

70.149.090
70.158.050

Trauma care

70.168.070

70.125.065
70.127.190
70.129.050
70.148.060(1)

70.168.090
Charity care
Ambulatory surgical
facilities

70.170.090
70.230.110
70.230.170

Mental illness

71.05.425

71.05.445(4)
71.05.620
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Proprietary information on solid waste
management practices
Proprietary information regarding waste
reduction
Waste reduction plans
Some information in executive summaries of
waste reduction efforts
Proprietary information in electronic product
recycling reports
Reports on pesticide poisoning
Manufacturing or business information
regarding hazardous waste management
Trade secret information regarding on-site
sewage disposal
Name of whistleblower in nursing home or state
hospital
Records of community sexual assault program
or underserved populations provider
Hospice records
Personal and clinical records of long-term care
residents
Proprietary information obtained when
soliciting bids for cleanup of underground
petroleum storage tanks
Heating oil tank information
Tobacco product manufacturers’ information
required to comply with chapter 70.58 RCW is
confidential and shall not be disclosed
Limitations on disclosure of reports made by
hospital trauma care on-site review teams
Patient records and quality assurance records
associated with trauma care facilities
Charity care patient information
Ambulatory surgical facilities data related to the
quality of patient care
Information received by the department of
health regarding ambulatory surgical facilities
Personal information regarding the release or
transfer of a person committed under RCW
71.05.280(3) or 1.05.320(3)(c) following
dismissal of offense under RCW 10.77.086(4)
Court-ordered mental health treatment records
received by the dept. of corrections
Mental health treatment records
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71.09.140(2)

Developmental
disabilities
Children with
behavioral problems
Corrections

Public assistance

Child welfare

Adoption

Blind persons
Dependent children

Vulnerable adult
abuse
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Names of victims, next of kin, or witnesses who
are notified when sexually violent predator
escapes, on parole, or released
71.24.035(5)(h)
Behavioral health client information.
71.34.335, 71.34.340 Minors’ mental health treatment records
71A.14.070
Confidential information regarding
developmentally disabled persons
72.05.130(1)
Reports regarding children with behavioral
problems
72.09.116
Information from correctional industries work
program participant or applicant
72.09.345(4)
Certain information on sex offenders held in
custody
72.09.710
Names of witnesses notified when drug
offenders released
72.09.712
Names of victims, next of kin, or witnesses who
are notified when prisoner escapes, on parole, or
released
74.04.060, 74.04.062 Public assistance records
74.04.520
Names of recipients of food stamps
74.09.290(1)
Medical records of persons on public assistance
74.09.315(2)
Identity of whistleblower
74.13.075(5)
A juvenile’s status as a sexually aggressive
youth and related information
74.13.280(4),
Information on a child in foster care or child’s
74.13.285(4)
family
74.13.500 to
Disclosure of child welfare records
74.13.525
74.13.640
Child fatality reports are subject to disclosure
but confidential information may be redacted
74.13A.045
Information from adoptive parents of children
receiving public assistance
74.13A.065
Adoption support records
74.18.127(1)
Personal information maintained by the
department of services for the blind
74.20.280
Limited access to information in DSHS registry
concerning parents of dependent children
74.20A.360,
Certain records in division of child support
74.20A.370
74.34.035(10)
In an investigation relating to a vulnerable adult,
access to records subject to attorney-client
privilege not permitted without a court order
74.34.040
Identify of person making report on abuse of
vulnerable adult
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74.34.067
74.34.090
74.34.095(1)
74.34.180(1)

Long-term care

74.34.300
74.39A.060(6)

74.39A.275(5)
Nursing homes

74.42.080
74.42.640

Medicaid fraud

74.66.030

74.66.120

Surface mining
Exploratory wells

78.44.085(5)
78.52.260

Geothermal
resources
Boating accidents

78.60.230

Utilities
Rail guideway
Tax information

79A.60.210,
79A.60.220
80.04.095
81.104.115(4),
81.112.180(4)
82.32.330(2)
82.32.585
82.32.808
82.38.310(4)

84.08.210
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Secondary disclosure of shared confidential
information regarding vulnerable adults
Identity of persons in records of abused
vulnerable adults
Information concerning the abuse of vulnerable
adults
Name of whistleblower reporting abuse of
vulnerable adults in various facilities
Vulnerable adult fatality reviews
Personal identifying information of complainant
and residents in a complaint against a long-term
care facility
Personal information of vulnerable adults and
in-home care providers
Records on nursing home residents
Information and documents created, collected
and maintained by a quality assurance
committee
Information furnished pursuant to the Medicaid
fraud false claims act is exempt until final
disposition and all court ordered seals are lifted
Documentary material, answers to written
interrogatories, or oral testimony provided under
a civil investigative demand
Surface mining information
Well logs on oil capable of being produced from
a “wildcat” or “exploratory” well
Geothermal records filed with the Department
of Natural Resources
Certain boating accident reports provided to the
Parks and Recreation Commission
Utility records filed with UTC containing
valuable commercial information
Rail fixed guideway system security and
emergency preparedness plan
Certain tax return and tax information
Taxpayer information supplied for survey
Amounts less than $10,000 claimed in a tax
preference
Information from tribes or tribal retailers
received by the state under a special fuel taxes
agreement
Tax information if highly offensive to
reasonable person and not a legitimate concern
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84.36.389
84.40.020
84.40.340
Livestock producers

90.64.190
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to public or would result in unfair competitive
disadvantage
Income data for retired or disabled persons
seeking property tax exemptions
Confidential income data in property tax listings
UTC records containing commercial
information a court determines confidential
Livestock producer information

Selected federal confidentiality statutes and rules:
Statute or Rule
18 USC § 2721 - 2725
20 USC § 1232g
23 USC § 409
42 USC 290dd-2
42 USC § 405(c)(2)(C)(viii)(I)
42 USC 654(26)
42 USC 671(a)(8)
42 USC 1396a(7)
7 CFR 272.1(c)
34 CFR 361.38
42 CFR Part 2 (2.1 - 2.67)
42 CFR 431.300 - 307
42 CFR 483.420
42 CFR 5106a
45 CFR 160-164
46 CFR 40.321

Description
Driver and license plate information
Family Education Rights and Privacy Act
Evidence of certain accident reports
Confidentiality of Substance Abuse Records
Limits on Use and Disclosure of Social Security
Numbers
State Plans for Child Support
State Plans for Foster Care and Adoption Assistance
State Plans for Medical Assistance
Food Stamp Applicants and Recipients
State Vocational Rehabilitation Services Programs
Confidentiality of Alcohol and Drug Abuse Patient
Records
Safeguarding Information on Applicants and
Recipients of Medical Assistance
Client Protections for Intermediate Care Facilities for
the Mentally Retarded
Grants to States for Child Abuse and Neglect
Prevention and Treatment Programs
HIPAA Privacy Rule
USCG regulations regarding confidentiality
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ATTACHMENT C
CITY OF MOUNTLAKE TERRACE PUBLIC RECORDS REQUEST FORM
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ATTACHMENT D
CITY OF MOUNTLAKE TERRACE PUBLIC RECORDS SEARCH LOG
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ATTACHMENT E
PUBLIC RECORDS ACKNOWLEDGMENT FORMS
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ATTACHMENT F
CITY OF MOUNTLAKE TERRACE PUBLIC RECORDS STANDARD LANGUAGE
The following language is provided as the standard form for various communications made by
public records officer(s) when responding to, or completing, public records requests. The language
is a guide and may be altered to fit a specific request. If a public records officer is unsure of how
to properly alter the standard language for a specific situation, they shall contact the City Attorney
for guidance.
I.

Five day letter

Public records requests acknowledgement letters, commonly known as five day letters, can be
simple or complex. The following seven examples provide guidance on common situations, but
other responses may require combinations of the examples below, or guidance from the City
Attorney.
Example One – All responsive records available on City website within five days of request
On [date], the City received your public records request dated [date] for the following:
“[text of request]”
The record you have requested is available on the City website at [direct link]. If you are unable
to access these records through the internet, please let me know and we can arrange another method
for inspection, copying, or delivery. Depending on your preferred method, there may or may not
be a cost to produce copies. Please contact me, as soon as possible, if you believe any additional
responsive records have not been provided. If I do not hear back from you within thirty days from
the date of this correspondence, your request will be closed.
If you have any questions or concerns, please contact me at [staff contact info].
Example Two – All responsive records available electronically within five days of request
The City has assembled all records responsive to your public records request dated [date] for the
following:
“[text of request]”
The City responsive records assembled and attached to this email are:
[List of documents with number of pages, also attach and list exemption log if needed]
The records noted above complete and fulfill your public records request. Please contact me, as
soon as possible, if you believe any additional responsive records have not been provided.
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If you have any questions or concerns, please contact me at [staff contact info].
Example Three – All responsive records available physically within five days of request
The City has assembled all records responsive to your public records request dated [date] for the
following:
“[text of request]”
The City responsive records assembled and available for collection are:
[List of documents with number of pages, also attach and list exemption log if needed]
The records noted above are available for collection at Mountlake Terrace City Hall, 6100 219th
Street SW, Suite 200, Mountlake Terrace, WA 98043 during regular business hours, Monday
though Friday 8:00AM to 5:00PM, excluding holidays. The total cost for copies is [cost] and may
be paid for when you collect the records by cash, check, or debit/credit card. If you do not collect
the records assembled within thirty days from the date of this correspondence, your request will
be closed and you will need to submit a new records request.
After receiving your records, please contact me, as soon as possible, if you believe any additional
responsive records have not been provided.
If you have any questions or concerns, please contact me at [staff contact info].
Example Four – Responsive records not available within five days of request, no clarification
needed
On [date], the City received your public records request dated [date] for the following:
“[text of request]”
The records you have requested will be gathered and assembled then reviewed for appropriate
exemptions and/or redactions allowed by state and/or federal law.
Based on [basis of categorization as provided in Section 10.E.], the City anticipates it will be able
to provide requested records on or before [date].
If you have any questions or concerns, please contact me at [staff contact info].
Example Five – Entire request unclear
On [date], Tthe City received your public records request dated [date] for the following:
[Example: “I want to see that stuff she mentioned some time ago about the contractor.”]
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In order to respond to your request, the City needs clarification regarding:
[Example: “Who is the ‘she’ you refer to in your request? What day or approximate day does
‘some time ago’ refer to?”]
The City is unable to process your request without clarification. If your request is not clarified
within thirty days from the date of this correspondence, your request will be considered abandoned
and will be closed.
If you have any questions or concerns, please contact me at [staff contact info].
Example Six – Portion of request unclear
On [date], the City received your public records request dated [date] for the following:
“[text of request]”
I am interpreting your request to be [description of interpretation]. If this is incorrect, please let
me know as soon as possible. If I do not hear back from you within five business days, I will
assume this interpretation is correct and accurately describes the records you are seeking.
The records you have requested will be gathered and assembled then reviewed for appropriate
exemptions and/or redactions allowed by state and/or federal law.
Based on [basis of categorization as provided in Section 10.E.], the City anticipates it will be able
to provide requested records on or before [date].
If you have any questions or concerns, please contact me at [staff contact info].
Example Seven – Denial of request
On [date], the City received your public records request dated [date] for the following:
[Example: “I would like to request inspection of all agency records created since incorporation.”]
[Example: “The City hereby denies your request pursuant to RCW 42.56.080(1) as a request for
all agency records is not a valid request for identifiable records.”]
Your request is therefore closed.
If you have any questions or concerns, please contact me at [staff contact info].
II.

Collect and hold notice

Email to: [departmental designees and individuals who are likely to have responsive records and/or
likely know more about where responsive records are located]
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Subject: Public Records Collect and Hold Notice [date]
[Name of requestor] has filed the following request for records:
[text of request]
[any confirmed clarification, notes, or other information regarding the request]
If any potentially responsive records are in your possession, you must now maintain these records
and suspend all ordinary destruction and recycling procedures of the potentially responsive
records. This includes, but not limited to, email, voicemail, any other electronic media, handwritten
notes, and drafts of documents related to or referring to the subject of the request. If in doubt about
whether a record is responsive, please retain it because destruction of responsive records may
create liability for the City. All records affected by this hold must be retained until you receive
written notification from me that the hold is lifted.
You have received this email because you are an individual or department designee that may have
responsive records:
Departmental designees:
Please conduct a search for responsive records for the request above. Please place any responsive
materials, your departmental search log, and any additional individual search logs in [folder link].
If you believe that you will not be able to assemble all responsive records on or before [date] please
contact me as soon as possible. If you believe another department and/or individuals might have
custody of, or know more, regarding the requested records, and they have not been included in this
email, please contact me as soon as possible. If you do not have records affected by this hold,
please respond to this email informing me.
Individuals:
Please conduct a search for responsive records for the request above. Please place any responsive
materials and your individual search log in [folder link]. If you do not have access to the network
drive, please let me know and I will arrange another method to collect the responsive records. If
you believe that you will not be able to assemble all responsive records on or before [date] please
contact me as soon as possible. If you believe another department and/or individuals might have
custody of, or know more, regarding the requested records, and they have not been included in this
email, please contact me as soon as possible. If you do not have records affected by this hold,
please respond to this email informing me.
If you have any questions, please let me know.
III.

Third party notice
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The City of Mountlake Terrace has received a public records request from [requestor name] for
“[text of request].” Pursuant to RCW 42.56.540, we are providing you with third party notice of
this public records request. Under Washington State Law, the City of Mountlake Terrace has
redacted certain information from records being produced. A copy of the public records request, a
copy of responsive public records, with redactions, and an exemption log, has been included with
this notification. [Any other explanation necessary]
The Public Records Act allows a court to prevent release or examination of public records upon
request by an affected third party if sufficient legal grounds exist. If you desire legal guidance on
the Public Records Act and how to obtain a court injunction prohibiting release of the records, you
need to contact your own legal counsel. Additionally, you must ensure that all necessary parties
have been joined in your action, should you choose to seek an injunction. You must obtain and the
City needs to be served with a court order blocking release of the records on or before [date].
Additionally, you may choose to contact the requestor to ask them to amend their request. Please
note they are under no obligation to do so.
If we have not been served with the court order prohibiting release, or received notification from
the requestor that they are amending their request, on or before [date], the records will be released.
If you have any questions or concerns, please contact me at [staff contact information].
IV.

Other Language

First installment notice of second installment
The City estimates that it will be able to provide a second installment of responsive records on or
before [date]. If additional installments are needed, the department will advise of the estimated
date when it provides the second installment.
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ATTACHMENT G
CITY OF MOUNTLAKE TERRACE PUBLIC RECORDS EXEMPTION LOG

