RESOLUTION NO. 11-2012
CITY OF LEAVENWORTH, WASHINGTON

A RESOLUTION OF THE CITY OF LEAVENWORTH, WASHINGTON, AMENDING
THE REQUESTS FOR PUBLIC RECORDS POLICY AND RESCINDING
RESOLUTION NO. 19-2011 OF THE CITY OF LEAVENWORTH.

BE IT RESOLVED by the City Council of the City of Leavenworth, Washington as
follows:

WHEREAS, the City of Leavenworth adopted a policy for requests of public records; and

WHEREAS, the City is required by RCW 42.56.100 to adopt and enforce reasonable
rules and regulations, consistent with the intent of the Public Records Act, Chapter 42.56 RCW,
to provide access to public records, to protect public records from damage or disorganization,
and to prevent excessive inference with other essential functions of the City; and

WHEREAS, these rules and regulations adopted by the City are intended to provide for
timely action and for the fullest possible assistance on requests for public records; and

WHEREAS, this policy is intended to protect the integrity of the City’s records and is
sensitive to responding to proper requests without adversely interfering with other essential

function of the City; and

WHEREAS, the City Council finds that updates are necessary from time to time to
conform with the Public Records Act, Chapter 42.56 RCW.

NOW THEREFORE, THE CITY COUNCIL OF THE CITY OF
LEAVENWORTH, WASHINGTON, DOES HEREBY RESOLVE AS FOLLOWS:

Section 1. The Requests for Public Records Policy of the City of Leavenworth attached
hereto and incorporated herein is hereby adopted and approved by the City of Leavenworth.

Section 2. Repealer. Resolution 19-2011 is hereby repealed.

Passed by the City Council of the City of Leavenworth and approved by the Mayor this
28th day of February, 2012.

CITY OF LEAVENWORTH

CCDBW—I?K Farivar, Mayor

Attest:

Ohpostt i S
Chantell Steiner
Finance Director/City Clerk




City of Leavenimworth

700 Highway 2 / Post Office Box 287
Leavenworth, Washington 98826

(509) 548-5275 / Fax: (509) 548-6429

EQUESTS FOR

BLIC RECORDS
POLICY

Revised February 2012



City of Leavenworth

700 Highway 2 / Post Office Box 287
Leavenworth, Washington 98826

(509) 548-5275 / Fax: (509) 548-6429

CITY OF LEAVENWORTH
PUBLIC RECORDS POLICY

Policy Intent and General Information:

The City is required by RCW 42.56.100 to adopt and enforce reasonable rules and regulations,
consistent with the intent of the Public Records Act, chapter 42.56 RCW (the “Act”), to provide
access to public records, to protect public records from damage or disorganization, and to
prevent excessive interference with other essential functions of the City.

Within the spirit of the Act, these rules and regulations adopted by the City are intended to
provide for timely action and for the fullest possible assistance on requests for public records.
This policy is also intended to protect the integrity of the City's records and is sensitive to
responding to proper requests without adversely interfering with other essential functions of the
City.

Upon request, the City will make available any public record for inspection by the public and/or
copying by the staff for the public unless the record is exempt from disclosure under chapter
42.56 RCW, chapter 10.97 RCW, chapter 13.50 RCW or other applicable statutes.

If a public record request is made when such record exists but is scheduled for destruction in the
near future, the City will make every effort to retain possession of the record, and will not
intentionally destroy or erase the record until the public records request is resolved.

[t is not necessary that every requestor complete a form to obtain public records. Those records
which clearly can be disclosed and are readily available without disrupting normal business
operations may be provided to the requestor without the use of a form. The City will document
the verbal request to the extent possible and practicable. When the requestor is seeking records,
which are not readily accessible, or are questionable for disclosure, the form "Public Records
Request" (Exhibit A) shall be completed by the person making the request.

Person Responsible to Implement Policy - Public Records Officer:

The Finance Director/City Clerk serves as the City’s Public Records Officer. The Public
Records Officer is responsible for ensuring that City records are protected and is ultimately
responsible for the implementation of this Public Records Policy. When there is a disclosure
question or an accessibility concern by the staff or a requestor, the Public Records Officer will
investigate and resolve the issue or matter at hand. In the event issues are not covered by this
policy, the Public Records Officer may, in his or her discretion, follow the Public Records Act
Model] Rules located at chapter 44-14 of the Washington Administrative Code.

Prompt Response Goal/Installments:

Within five business days of receiving a public records request, the City will either (1) provide
the record; (2) provide an internet address and link on the city’s website to the specific records
requested, except that if the requester notifies the city that he or she cannot access the records
through the internet, then the city will provide access to copies or allow the requester to view the




records using a city computer; (3) acknowledge the receipt of the request and provide a
reasonable estimate of the time that is required to respond to the request; (4) deny the request, in
whole or in part, and provide specific statutory authority for the denial; or (5) request
clarification if the request is unclear. Additional time may be required to respond 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 records
requested are exempt from public disclosure. Public records may be provided on a partial or
installment basis as records that are part of a larger set of requested records are assembled and
made ready for disclosure.

Request for Proprietary Information:

Certain information which the City receives as part of a permit process from wireless
communication providers is proprietary in nature, such as service area maps and plans. When the
City receives requests for these types of records, the City will notify the wireless communication
foundation (WCF) provider that a request for potentially proprietary information has been
received and provide the WCF with an opportunity to bring an action to prevent the disclosure.

If the WCF provider does not bring an action to prevent disclosure within one week, the City will
disclose the records.

Disclaimer of Public Liability:

Under RCW 42.56.060, the City, its public officials, public employees, and/or custodian will be
shielded from liability for any loss or damage based upon the release of a public record. This
liability shield applies when the City, public official, public employee, or custodian acted in
good faith in attempting to comply with the provisions of the Public Records Act.

Public Record Index:

The City is responsible for keeping an index of the City's files and tapes for public review to
assist in identifying a specific record request. The City will strive to keep the indexes updated
regularly, and are available upon request at City Hall.

Identifiable Public Records Requests:

RCW 42.56.080 provides that "Public records shall be available for inspection and copying, and
agencies shall, upon request for identifiable public records, make them promptly available to any
person. . ... " The use of the word "identifiable" in the statute means that the City is only
required to disclose reasonably described records already in existence, since those are the only
records that can be identified. The City is not required to generate records or analyze data in
response to a request for information.

City Response to Exempt or Partially Exempt Requests:

If part of a requested public record is withheld because certain portions are exempt from
disclosure, the form "Special Response to Request for Access (Portions Withheld)" (Exhibit B)
shall be completed. If all of a requested record is exempt from disclosure, the form "Denial of
Request for Access" (Exhibit C) shall be completed and provided to the requestor.

Request Hours & General Copying Information:

Records will be available for inspection and copying during the customary office hours of City
Hall, which are from 9:00 A.M. to 5:00 P.M., Monday through Friday, except legal holidays.
Copies are available at a cost of 15 cents per page or as otherwise set forth on the attached fee
schedule. The City may, at its discretion, require the requestor to deposit a sum in an amount not
to exceed 10 percent of the estimated cost of providing copies for a request. If the records are
made available on a partial or installment basis, the City may charge for each part of the request
as it is provided. If an installment of a records request is not paid for or reviewed within 30 days




after the City provides notice of availability of the installment, the City is not obligated to fulfill
the balance of the request. In addition, because the City is prohibited from lending its credit, a
requestor must prepay the estimated copy cost for any copies that must be made by an outside
vendor. As copying facilities and the City’s files are located in an "Employee Only" area of City
Hall, for security purposes and to avoid unreasonable disruption of operations, the City cannot
offer these facilities for public use.

Minutes, Ordinances, Agendas, Resolutions:

Readily accessible copies of records that include approved minutes, agendas, ordinances and
resolutions can be reviewed at City Hall without charge. Draft minutes can be made available
for review or copying once they have been transcribed and reviewed by the Finance
Director/City Clerk, and with the understanding that they have not been officially approved.

The City Council or other Commission or Board agenda sheets shall be available upon request
and without charge, usually on the Friday preceding their meeting. Requests for multiple copies
or requests for historical information will be processed at 15 cents per page and within the
constraints of the normal records request procedure. Many of these records may also be found
on the City’s website.

Meeting Information:

Informational items for meetings of the City Council or for other Commissions or Boards will be
available in City Hall for audience use, usually by the Friday before the meeting. A request for
multiple copies of this information will be processed at 15 cents per page and within the
constraints of the normal request for records procedure. Meeting information may also be found
on the City’s website.

Audio Recordings:

Digital Recording, Tapes or CD’s of meetings will be available for listening at City Hall without
charge. Requests to listen to digital recording, audio tapes or CD’s shall be made one day in
advance to allow for the time necessary to make them available. Multiple requests may take
more than one day before they are made available. Requests for duplicates of audiotapes or
CD’s will take a minimum of one day to complete. The fee will be $5.00 for each digital
recording, tape or CD requested. Due to consistency problems with equipment, the City will
supply the USB drive, tape or CD as part of the above fee. If a digital recording is able to be
emailed, there will be no charge.

Statement of Restrictions on Real Property

State law requires the City to provide property owners (or persons with a contract to purchase
property) certain zoning information upon request. When such a request is made, the form
shown on Exhibit E should be completed. It is important to verify the following: (1) that the
requestor is either the owner of the property or is a purchaser of the property under a recorded
real estate contract, (2) that the property is within the City, and (3) that the property either
contains a single family residence or is less than five acres in size. Unless these three
requirements are met, the City is not required to provide a statement of restrictions. Upon
receiving a valid request for a statement of restrictions, the City must respond by providing the
statement of restrictions within 30 days.

The statement of restrictions must include: (1) the zoning currently applicable to the property;
(2) any pending zoning changes currently advertised for public hearing that would be applicable
to the real property; and (3) any designations made by the City pursuant to the Growth
Management Act or any portion of the real property as agricultural land, forest land, mineral




resource land, wetland, an area with a critical recharging effect on aquifers used for potable
water, a fish and wildlife habitat conservation area, a frequently flooded area, and as a geological
hazardous area.

Other Records, Information, Services or Published Documents:

Copies of published documents, such as the budget, maps, environmental impact statements,
programs, plans, etc. will be generally available at City Hall, per the attached fee schedule.
Many of these records may also be found on the City’s website.

Protection of Original Records:
In order to protect the integrity of public records from loss, damage, or disorganization, the City
will allow original records to be reviewed under the following guidelines:

1. No original records may be removed from City Hall unless court ordered.

2. Original files or books will only be released one at a time for review.

3. To protect from accidental erasures or problems with equipment compatibility and
accessibility, a certified copy of the original requested recording(s) will be available for
listening at City Hall. Requests to listen to recording(s) shall be made one day in
advance to allow for the time necessary to make the recording(s) available. Multiple
requests may take more than one day before they are made available.




CITY OF LEAVENWORTH
ORDER COVERING INDEXES
FOR PUBLIC RECORDS

The City Council finds that it would be unduly burdensome for City staff to index each
and every record of the many varied City records, given the wide range of City activities,
the limited staffing levels maintained in each City department, and/or the fact that a
number of items referenced in RCW 42.56.070(3) are not generated or rendered by the
City; and

The City Council finds that the creation of a single index providing the intricate detail
described in RCW 42.56.070would interfere with City operations in that it would take an
inordinate amount of staff time to develop and maintain; and

City departments are to maintain file-maintenance systems that enable staff to operate
efficiently and effectively in providing service to the community and the general public;
and

In the event indexes are maintained by particular departments for department use, they
shall be available for public inspection and copying; and

Many records are available on the City’s website at www.cityofleavenworth.com.
Requesters are encouraged to view the documents available on the website prior to
submitting a records request; and

Public records are generally available for inspection and copying during normal business
hours of Monday through Friday, 9:00 AM to 5:00 PM, excluding legal holidays.
Records must be inspected at an office of the City of Leavenworth. Requesters are
prohibited from removing records from City offices; and

The City Clerk shall publish this order once in The Leavenworth Echo.

ISSUED the 7" day of March, 2012.

VA o
K or—

Cheryl

Mayor

}(: Farivar



Explanation of City Forms

Exhibit A:

The form "Request For/Access to Public Records" is used when a request is received for records,
which cannot be immediately addressed and will need more time to research or provide. Also, it
is used when there is concern that portions of the requested records may be exempt from
disclosure. This process allows the City time to search for the record, without adversely
affecting normal operations, or when appropriate, time to determine if any portion of the request
is exempt.

Exhibit B:
The form “Special Response to Request for Access (Portions Withheld)” is used when a portion
of a record(s) is withheld, stating the basis for the withholding.

Exhibit C:

The form "Denial of Request for Access" is used when a complete record is denied based upon a
statutory exemption. The form is completed citing the section of the statute for the complete
exemption of the record.

Exhibit D:

This form is used to notify an employee that a request for records relating to the employee has
been received and asks the employee to notify the City if he/she disputes that the records
requested should be disclosed under the Public Records Act.

Exhibit E:

This form “Statement of Restrictions for Real Property” is used to request certain zoning
information for property within the City boundaries. State law requires the City to provide
property owners (or persons with a contract to purchase property) certain zoning information
upon request.

Exhibit F:

This form is used to notify a WCF provider that a request for potentially proprietary information
regarding the provider’s company has been received and asks the WCF provider to notify the
City if he/she disputes that the records requested should be disclosed under the Public Records
Act.




List of Exemptions

Pursuant to RCW 42.56.070, the City of Leavenworth is required to publish and maintain a
current list containing every law that the City believes exempts or prohibits disclosure of specific
records of the City. The City adopts by reference the exemptions from public disclosure
contained in chapter 42.56 RCW, including any future amendments thereto or recodification
thereof, along with any other exemption or exception to the Public Records Act provided by law,
including but not limited to those exemptions set forth in Appendix C to “Public Records Act for
Washington Cities and Counties,” Municipal Research and Services Center, Report No. 61, May
2007, as may be amended from time to time, a copy of which shall be maintained in the office of
the Finance Director/City Clerk. Below is a list of the current exemptions inside and outside the
Public Records Act that are specifically authorized by these references as exempt for public

disclosure:

RCW
42.56.230
42.56.240
42.56.250
42.56.260
42.56.270
42.56.280
42.56.290
42.56.300
42.56.310
42.56.320
42.56.330
42.56.340
42.56.350
42.56.360
42.56.370
42.56.380
42.56.390
42.56.400
42.56.410
42.56.420
42.56.430
42.56.440
42.56.450
42.56.460
42.56.470
42.56.480

Exemptions Qutside the
Public Records Act

RCW 2.64.111
RCW 2.64.113
RCW 4.24.550
RCW 5.60.060
RCW 5.60.070
RCW 7.68.140

TITLE

Personal Information

Investigative, law enforcement, and crime victims
Employment and licensing

Real estate appraisals

Financial, commercial, and proprietary information
Preliminary drafts, notes, recommendations, intra-agency memorandums
Agency party to controversy

Archeological sites

Library records

Educational information

Public utilities and transportation

Timeshare, condominium, etc. owner lists.

Health professionals

Health care

Domestic Violence Program, rape crisis center clients
Agriculture and livestock

Emergency or transitional housing

Insurance and financial institutions

Employment security department records

Security

Fish and wildlife

Veterans' discharge papers--Exceptions

Check cashers and sellers licensing applications
Fireworks

Correctional industries workers

Inactive programs

Documents regarding discipline/retirement of judges
Confidentiality - violations

Information on sex offenders to public

Privileged communications

Court-ordered mediation records

Victims’ compensation claims




RCW 7.69A.030(4)

RCW 7.69A.050
RCW 7.75.050
RCW 9.51.050
RCW 9.51.060
RCW 9.02.100
RCW 9A.82.170
RCW 10.27.090
RCW 10.27.160
RCW 10.29.030
RCW 10.29.090
RCW 10.52.100
RCW 10.77.210
RCW 10.97.040
RCW 10.97.050
RCW 10.97.060
RCW 10.97.070
RCW 10.97.080
RCW 13.32A.090

RCW 13.34.115
RCW 13.40.217
RCW 13.50.010
RCW 13.50.050
RCW 13.50.100
RCW 13.60.020
RCW 13.70.090
RCW 18.04.405
RCW 18.19.060
RCW 18.19.180
RCW 19.215.020

RCW 19.34.240(3)

RCW 19.215.030
RCW 26.04.175
RCW 26.12.170
RCW 26.23.050
RCW 26.23.120
RCW 26.26.041
RCW 26.26.450
RCW 26.33.330
RCW 26.33.340
RCW 26.33.343
RCW 26.33.345
RCW 26.33.380
RCW 26.44.010

RCW 26.44.020(19)

RCW 26.44.030
RCW 26.44.125
RCW 27.53.070
RCW 29A.08.720

RCW 29A.08.710

Child victims and witnesses — protection of identity

Rights of child victims and witnesses — addresses

Records of Dispute Resolution Centers

Disclosing transaction of grand jury

Disclosure of grand jury deposition

Reproductive privacy

Financial institution records — wrongful disclosure

Grand jury testimony/evidence

Grand jury reports — release to public only by judicial order
Organized crime special inquiry judge

Records of special inquiry judge proceedings

Records identifying child victim of sexual assault

Records of persons committed for criminal insanity
Criminal history information released must include disposition
Conviction and criminal history information

Deletion of certain criminal history record information, conditions
Disclosure of identity of suspect to victim

Inspection of criminal record by subject

Crisis residential centers notice to parent about child

Court dependency proceedings

Juveniles adjudicated of sex offenses — release of information
Maintenance of and access to juvenile records

Juvenile offenders

Juvenile/children records not relating to offenses

Missing children information

Citizen juvenile review board — confidentiality
Confidentiality of information gained by CPA

Notification to clients by counselors

Confidential communications with counselors

Destruction of personal health and financial information
Private digital signature keys

Compliance with federal rules

Name and address of domestic violence victim in marriage records
Reports of child abuse/neglect with courts

Child support orders

Child support records

Uniform Parentage Act — protection of participants
Confidentiality of genetic testing

Sealed court adoption records

Agency adoption records

Access to adoption records by confidential intermediary
Release of name of court for adoption or relinquishment
Adoption — identity of birth parents confidential

Privacy of reports on child abuse and neglect

Unfounded allegations of child abuse or neglect

Reports of child abuse/neglect

Right to review and amend abuse finding — confidentiality
Records identifying the location of archaeological sites
Voter registration records — place of registration confidential
Voter registration records — certain information exempt




RCW Chapter 40.14

RCW 42.23.070(4)

RCW 42.41.030(7)

RCW 42.41.045
RCW 46.52.080
RCW 46.52.083
RCW 46.52.120

RCW 46.52.130(2)

RCW 48.62.101
RCW 50.13.060
RCW 50.13.100
RCW 51.28.070
RCW 51.36.060
RCW 60.70.040
RCW 68.50.105
RCW 68.50.320

RCW Chapter 70.02

RCW 70.05.170
RCW 70.24.022

RCW 70.24.024

RCW 70.24.105
RCW 70.28.020
RCW 70.48.100
RCW 70.58.055
RCW 70.58.104
RCW 70.96A.150

RCW 70.123.075
RCW 70.125.065
RCW 71.05.390
RCW Ch. 70.02
RCW 71.05.425
RCW 71.05.427
RCW 71.05.440
RCW 71.05.445
RCW 71.05.620
RCW 71.05.630
RCW 71.05.640

RCW 71.24.035(5)(g)

RCW 71.34.340
RCW 71.34.335
RCW 71.34.345
RCW 71A.14.070

RCW 72.09.345

RCW 72.09.585(3)

RCW 74.04.060
RCW 74.04.520
RCW 74.09.900

Preservation and destruction of public records

Municipal officer disclosure of confidential information prohibited
Identity of local government whistleblower

Non-disclosure of protected information (whistleblower)

Traffic accident reports — confidentiality

Traffic accident reports — available to interested parties

Traffic crimes and infractions — confidential use by police and courts
Abstract of driving record

Local government insurance transactions — access to information
Access to employment security records by local government agencies
Disclosure of non-identifiable information or with consent

Workers’ compensation records

Physician information on injured workers

No duty to disclose record of common law lien

Autopsy reports

Dental identification records — available to law enforcement agencies
Medical records — access and disclosure — entire chapter (HC providers)
Child mortality reviews by local health departments

Public health agency information regarding sexually transmitted
disease investigations — confidential

Transcripts and records of hearings regarding sexually transmitted
diseases

HIV/STD records

Local health department TB records — confidential

Jail records and booking photos

Birth certificates — certain information confidential

Vital records, research confidentiality safeguards

Alcohol and drug abuse treatment programs

Client records of domestic violence programs

Records of rape crisis centers in discovery

Information about mental health consumers

Applies to mental health records

Notice of release or transfer of committed person after offense dismissal
Information that can be released

Penalties for unauthorized release of information

Release of mental health information to Dept. of Corrections
Authorization requirements and access to court records

Release of mental health treatment records

Access to treatment records

Mental health information system — state, county and regional support
networks — confidentiality of client records

Mental health treatment of minors — records confidential

Court records for minors related to mental health treatment

Release of mental health services information

Records regarding developmental disability — confidentiality

Notice to public about sex offenders

Disclosure of inmate records to local agencies — confidentiality
Applicants and recipients of public assistance

Food stamp program confidentiality

Medical assistance




RCW 74.13.121
RCW 74.13.280
RCW 74.20.280
RCW 74.34.095
RCW 82.32.330
RCW 84.36.389
RCW 84.40.020

Financial information of adoptive parents

Children in out-of-home placements - confidentiality

Child support enforcement — local agency cooperation, information
Abuse of vulnerable adults - confidentiality of investigations and reports
Disclosure of tax information

Confidential income data in property tax records held by assessor
Confidential income data supplied to assessor regarding real property

Selected Federal Confidentiality Statutes and Rules

20 USC § 1232¢
42 USC 290dd-2
42 USC 405(c)(2)(vii)(1)

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(b)(2)(A)

45 CFR 160-164

Family Education Rights and Privacy Act
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




Public Records Requests - Fees

Public Records Cost
Audio Duplications $5.00 per USB drive, tape or CD
Computer printout, per page cost Each page $.15
Copies, standard or legal — Color Each page $1.50
Copies, standard or legal - B & W Each page $.15
City of L.eavenworth Maps:
(1) Address Maps — Color (1) Actual City Cost
(2) Address Map: 11 x 17-B & W (2) $1.50
Fax Services
First page $2.00
Additional page $.50 / each
Incident reports Each page $.15
Notary Services $10.00
NSF / EFT Fee $40.00
Ordinances, Resolutions or Findings First copy free; all others
$.15 per page

NOTE: Any other item not specifically enumerated on this list will be charged at a rate that will
reimburse the City’s total cost of duplicating that item. The City reserves the right to outsource
copying of materials and transcription of tapes. If materials are outsourced, the actual cost for
copying and transcription billed to the City shall be the cost reimbursed to the City by the
requestor. The above fees and any other City related fees not listed in this policy will be
amended from time to time by Resolution of the City Council and will be referenced as the
Resolution of Rate and Fees.




EXHIBIT A

City of Leabentwoorth

700 Highway 2 / Post Office Box 287
Leavenworth, Washington 98826

(509) 548-5275 / Fax: (509) 548-6429

REQUEST FOR/ACCESS TO PUBLIC RECORDS

Date

Name

(Please Print)
Address

City State Zip

Phone

(Home) (Work)

Action Requested:
Inspection Copy Other

(Specily — Example: Email address)

Records Requested: .
If an emergency request, indicate date desired:

Title of Record

Date of Record

Please describe below the records you are requesting and any additional information that will help us locate them for you
as quickly as possible.

Number of Pages Number of Copies Requested

(Price per page 1S $.15)

I certify that the lists of individuals obtained through this request for public records will not be used for commercial
purposes. RCW 42.56.070(9)

Per RCW 42.56 the City of Leavemyorth will respond in writing within five business days of the request. Acceptable
response includes:

e Photoco;)ying or providing the opportzm;p) to inspect the records

e Acknowledging receipt oﬁhe request and providing an estimate of the time needed to produce

the records, or

¢ Denial of the request
Per RCW 42.56.120 the City of Leavemworth charges $.15 for black or $1.50 for color per single sided, 8-1/2 x 11 page.
Other sized copies may be available at a higher cost, and a postage charge mgy apply.” Tape copy of recorded meeting is
$3.00 per tape. For o full list of fees see the City of Leavenworth Rate & Fee Schedule.

Signature

08I 003036903098 36 003030369630 30 36 363830 3B 30 363096363030 30 30 303036 30 3636 36 36 303630 36 36 30 36 30 36 36 363636 38
For Department Use Only

Request received by: Date: Time:

This request has been given to on

Five-day response rule begins one working day after receipt. Staff assigned to this request must advise the City Finance
Director on or before day 5 if documents are unable to be produced within five working days.

Department Action: »

Release Requested Record D

Referred to Finance Director/City Attorney (may be exempt under code) D
Request denied

Request acknowledged, estimated response date: D

Total Charges




EXHIBIT B

City of Leabenorth

700 Highway 2 / Post Office Box 287
Leavenworth, Washington 98826
(509) 548-5275 / Fax: (509) 548-6429

SPECIAL RESPONSE TO REQUEST FOR ACCESS
(PORTIONS WITHHELD)

The City of Leavenworth received a request for access to a public record from:

Name: Date:

Address:

Telephone:

In response to this request, the City is making available the following public records:

Certain portions have been withheld pursuant to (insert legal authority):

Give brief explanation of how exemption applies to the record withheld:

Number of Pages withheld:

s sfe st st ok o ok sk ok ok ok o ok sk R kR kR R K kR sk ok skeokeoskoskookosk

I have been provided access to the above-described public record(s).

Date Signature




EXHIBIT C

City of Leavenworth

700 Highway 2 / Post Office Box 287
Leavenworth, Washington 98826

(509) 548-5275 / Fax: (509) 548-6429

DENIAL OF REQUEST FOR ACCESS

On , the City of Leavenworth received a request from:

for access to a public record(s). In response to this request, the City is withholding the following
records:

These records are being withheld pursuant to:

Briefly, this exemption applies to the record withheld because:

Number of pages withheld:

These exemptions authorize the withholding of the public record(s) being requested. The public
record(s) to which access was requested is exempt from disclosure requirements by State law.
Therefore, the request for access to the above-described record(s) is denied.

CITY CERTIFICATION

I certify under penalty of perjury that on I hand-delivered/mailed to
at

the Denial of Request for Access document on which this certification

appears.

Date Signed Agent for the City of Leavenworth




EXHIBIT D

Dear Employee:

We have received a public records request from for the
following records:

As a courtesy to current and previous employees, the City may provide those persons affected by
a request for records the opportunity to exercise their rights under the law. The City is under no
statutory obligation to notify an employee that a request has been made. However, the City is
legally obligated to disclose these records promptly unless they are exempt or you have filed a
lawsuit against the City to prevent release of the record(s) as authorized under RCW 42.56.540.

Our initial review of your file indicates that the following records must be disclosed:

If you dispute that the records are subject to disclosure under the Public Records Act, I would be
happy to discuss it with you. As I mentioned earlier, the City is required to disclose these
records promptly. Unless we hear otherwise from you by , at
AM/PM, we will be disclosing the records.

Please feel free to give me a call with any questions.

Sincerely,

City Administrator




EXHIBIT E

City of Leabenworth

700 Highway 2 / Post Office Box 287
Leavenworth, Washington 98826

(509) 548-5275 / Fax: (509) 548-6429

REQUEST FORM -- STATEMENT OF RESTRICTIONS FOR REAL PROPERTY

NOTE: The City is not required to provide a Statement of Restrictions unless the applicant is an owner or
buyer under a recorded real estate contract in which the seller is the owner, and the property contains a
single family residence or is less than S acres in size. See RCW 35A.21.280.

OWNER’S NAME:

(First) (Middle) (Last)
APPLICANT’S NAME:

(First) (Middle) (Last)
RELATIONSHIP TO OWNER:
MAILING ADDRESS:
PROPERTY ADDRESS:
PROPERTY TAX PARCEL NO.:

PLEASE CHECK APPLICABLE BOX:

( ) contains a single family residence
() s less than five acres in size
( ) neither of the above

The Property:

I DECLARE UNDER PENALTY OF PERJURY UNDER THE LAWS OF THE STATE OF WASHINGTON
THAT I AM EITHER THE VESTED OWNER OF RECORD OF THE PROPERTY REFERENCED HEREIN OR
A PERSON HOLDING THE BUYER’S INTEREST UNDER A RECORDED REAL ESTATE CONTRACT IN
WHICH THE SELLER IS THE VESTED OWNER AND THAT THE FOREGOING INFORMATION IS TRUE
AND CORRECT.

Dated: Signature:
FOR INTERNAL USE ONLY ACTION TAKEN:
Date Request Received: () Statement of Restrictions Sent

Date Response Provided: () Application Denied




EXHIBIT F

Dear WCF Provider:

We have received a public records request from

for the following records:

As a courtesy to our WCF providers, the City may provide those persons affected by a request
for potentially proprietary information the opportunity to exercise their rights under the law. The
City is under no statutory obligation to notify a WCF provider that a request has been made.
However, the City is legally obligated to disclose these records promptly unless it is exempt or
you have filed a lawsuit against the City to prevent release the record(s) as authorized under
RCW 42.56.540.

Our initial review of your file indicates that the following records must be disclosed:

If you contend that the records are subject to disclosure under the Public Records Act, I would be
happy to discuss it with you. As I mentioned earlier, the City is required to disclose these
records promptly. Unless we hear otherwise from you by , at
AM/PM, we will be disclosing the records.

Please feel free to give me a call with any questions.

Sincerely,

City Administrator
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