CITY OF DEER PARK
PUBLIC RECORDS REQUEST PROCEDURE

The City of Deer Park provides access to public records in accordance with the Washington
State Public Records Act (Chapter 42.56 RCW).

Public Records Officer

Deby Cragun
City Clerk/Treasurer
Public Records Officer

316 E. Crawford Street
Deer Park, WA 99006

Phone: (509) 276-8801
Email: DCragun@ci.deerpark.wa.us

How to Make a Public Records Request

Public records requests may be made verbally or in writing. Written requests are preferred
because they help ensure accurate identification of the records requested; however, a
written request is not required.

Requests may be submitted:
e Inperson
e \Verbally
e Bytelephone
e Byemail
e By mail
e By otherwritten correspondence

When a request is made verbally, City staff may document the request to ensure it is
accurately processed.
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Information to Include in a Request
To assist the City in locating records, requestors should provide:
e Name
e Mailing address
o Email address
e Telephone number
e Date of request
e Astatementthat the requestis a public records request

¢ Whetherrecords are requested for inspection, paper copies, electronic copies, or
both

e Acleardescription of the records requested
e The department or office believed to maintain the records, if known
e Whether copies are requested in printed or electronic format
Identifiable Records Required
Requests must be for identifiable records.

A request for all or substantially all records prepared, owned, used, or retained by the City
is not a valid request under state law. However, a request for all records related to a
specific topic, keyword, person, address, project, or subject matter is considered a request
for identifiable records.

Requests for Lists of Individuals

A request for a list of individuals must include a statement that the list will not be used for
commercial purposes unless otherwise authorized by law.

Public Records Request Forms

The City provides Public Records Request Forms to assist requestors. Use of the City's
form is encouraged but not required.

Processing Requests

Public records requests will be processed in accordance with Chapter 42.56 RCW and City
of Deer Park Municipal Code § 2.05.070.

Questions regarding public records requests may be directed to the Public Records Officer
listed above.



