
PURPOSE 
The Public Records Act, RCW 42.56 (the “PRA”), requires public agencies to make identifiable, non-
exempt public records available for inspection and copying upon request and to publish rules of 
procedure to inform the public how access to public records will be accomplished.   
 
The purpose of the PRA is to provide the public full and timely access to information concerning the 
conduct of government, mindful of individuals’ privacy rights and the desirability of efficient 
administration of government.  The PRA and these rules will be interpreted in favor of disclosure.  In 
carrying out its responsibilities under the PRA, the Mason County Conservation District (the 
“District”) will be guided by provisions of the PRA describing its purposes and interpretations.  
Failure to comply with any provision of these rules shall not result in any liability imposed upon the 
District other than that required in the Public Records Act. 
 
This Policy shall be posted on the District’s website and shall prominently display a copy at the 
District’s administrative office.  
 

ADMINISTRATIVE RULES 
 

Section 1 Definitions/Explanations 
 

A. Public record.  A public record is a writing, regardless of physical form, containing 
information related to the conduct of government or the performance of any governmental 
or proprietary function, prepared, owned, used or retained by the District regardless of 
physical form or characteristics.   

 
B. Writing.  A writing is any handwritten, typewritten, printed, photocopied, photographed, 

and any other means of recording any form of communication, including but not limited to 
letters, words, pictures, sounds or symbols or their combinations; 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, emails, text 
messages, chats, voice mails, and other documents including data compilations from 
which information may be obtained or translated. 
 

C. Identifiable record.  An identifiable record is a public record in existence at the time 
the records request is made and that District staff can locate after a reasonable search. 
 

D. Exempt record.  A record specifically exempted or prohibited from disclosure by state or 
federal law, either directly in RCW 42.56 or other statutes.  For information related to Public 



Record Exemptions, please see https://www.atg.wa.gov/sunshine-committee for “Public 
Disclosure Exemptions” as well as the attached federal confidentiality statutes and rules. 
 

E. Email.  Emails created or received in the transaction of public business are subject to the 
Public Records Act. 
 

F. Bot request.  A request for public records that the District reasonably believes was 
automatically generated by a computer program or script. 
 

Section 2 Public Records Officer 
 
Any person wishing to request access to public records or seeking assistance in making a public 
records request should contact the District’s Public Records Officer (PRO).  The PRO will 
coordinate compliance with the PRA but may designate other District staff who may assist in 
processing requests for public records.  The PRO or designees will assist requesters and help avoid 
having responses to public records requests cause excessive interference with the essential 
functions of the District.  When using these Rules, references to the PRO should be interpreted to 
also include any designee(s). The District PRO’s name, contact information, and hours should be 
clearly posted and easily accessible on the District’s website.  
 

Section 3 Availability of Public Records 
 

A. Hours for in-person inspection.  Public records are available for inspection and 
copying during the District’s customary business hours:  Monday through Friday, 8:00 am to 
4:30 pm, excluding legal holidays.  Once an installment of records are ready to be released 
to a requester, if the requester desires to inspect the records in-person , the PRO and 
requester shall schedule a mutually agreeable time for the requester to inspect the 
installment in-person during the District’s customary business hours. The PRO shall not 
unreasonably limit the duration of the in-person inspection by the requester if within the 
District’s customary business hours.  

 
B. Place and manner of in-person inspection.  Records will be made available for 

inspection at the District Office, located at 450 W. Business Park Road in Shelton.  Original 
District records shall not be taken from the District Office. The PRO or his/her designee 
shall be present to monitor the requester’s inspection of records to provide assistance, 
copies upon request, and to ensure records are not damaged or destroyed.  
 

C. Electronic access to records.  The District maintains a Public Record Request form 
on its website at:  Public Records Policy - MASON CONSERVATION DISTRICT .  In addition, 
some information is readily available on the District’s website.  The District may provide 
access to public records by providing links to a Dropbox when an electronic copy is 
requested. 
 

https://www.atg.wa.gov/sunshine-committee
https://www.masoncd.org/public-records-policy.html


D. Records index.  Board Resolution 2024-7, adopted by the Board of Supervisors on 
November 27, 2024, determined that maintaining a central index of District records is 
unduly burdensome, costly, time consuming, and would interfere with District operations 
due to the sheer volume of records produced with limited staff and financial resources 
available. Notwithstanding the foregoing, the District will maintain its records in a 
reasonably organized manner and take reasonable actions to protect records from damage 
and disorganization. 
 

E. Retention of records.  The District is not required to retain all records it creates or 
uses.  The Secretary of State has approved general retention schedules for local agency 
records that are common to most agencies.  In addition, the District is also subject to 
records retention schedules specifically pertaining to Conservation Districts.  Both 
retention schedules are located at:  https://www.sos.wa.gov/archives/help-government-
agencies/managing-conservation-district-records/help-conservation-district-records-
retention 
Records responsive to a public record request or related to litigation shall not be altered or 
destroyed during the pendency of the request or related litigation. 

Section 4 Making a Request for Public Records 
 
Any person wishing to submit a public records request is encouraged to do so via one of the 
following methods: 
 

A. Online by downloading and filling out the District’s public records request form located at 
Public Records Policy - MASON CONSERVATION DISTRICT (preferred) 

B. By email, mail, in-person, or phone call as follows: 
 

Public Records Officer 
Mason Conservation District 
450 W. Business Park Rd. 
Shelton, WA  98584 
Phone:  360-427-9436 ext. 116 
Email:  RNydegger@masoncd.org 
 

 
C. Form of request.  There is no required form for public records requests, although use of 

the District’s form located on its website is encouraged.  If a request is contained in a larger 
document unrelated to a public records request, the requester is encouraged to out there is 
a 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 the PRO to facilitate 
timely response to the request.   

 
If the requester is not using the District’s request form, the following information should be 
included: 

• Name of requester 

https://www.sos.wa.gov/archives/help-government-agencies/managing-conservation-district-records/help-conservation-district-records-retention
https://www.sos.wa.gov/archives/help-government-agencies/managing-conservation-district-records/help-conservation-district-records-retention
https://www.sos.wa.gov/archives/help-government-agencies/managing-conservation-district-records/help-conservation-district-records-retention
https://www.masoncd.org/public-records-policy.html
mailto:RNydegger@masoncd.org


• Contact information, including telephone number and email address 
• Sufficient identification of the requested records to reasonably enable the PRO to 

locate the records 
• Date and time of request 

 
 

D. Prioritization of records.  The PRO may ask a requester to prioritize the records being 
requested so that the most important records may be provided first.  The requester is not 
obligated to prioritize the request. 

 
E. Copies.  If the requester wishes to have copies or scans instead of simply inspecting the 

records, he or she should so indicate.   
 

F. Purpose of request.  A requester need not state the purpose of the request.  However, 
the PRO may inquire about the nature or the scope of the request where additional 
information is required by law or to clarify an unclear request. 
 

G. Requests for List of Individuals.  The PRA prohibits the District from producing a list 
of individuals to a requester who intends to use the list for commercial purposes.  When the 
requester requests a list of individuals, the requester will be asked to certify that the list will 
not be used for commercial purposes. 
 

H. Overbroad requests.  The District may not deny a request for identifiable public 
records solely because the request is broad in scope.  However, the District may seek 
clarification for any portions that are unclear, and/or ask the requester to prioritize the 
request so that the most important records are provided first.  The District may also provide 
the responsive records in installments over time.  When a request uses an inexact phrase 
such as “all records pertaining to” and declines to clarify the scope of the request, the PRO 
may interpret the request to be for records which arguably pertain to the topic.  The phrase 
is inherently ambiguous, and requesters are encouraged to avoid using the phrase, when 
possible, to avoid unnecessary delays.  When the requester has found the records he or she 
is seeking, the requester should advise the PRO that the requested records have been 
provided and the remainder of the request may be cancelled.  A request for all or 
substantially all records prepared, owned, used, or retained by the District is not a valid 
request for identifiable records under the Public Records Act. 

 
I. Existing records.  Records requests may only encompass existing records at the time 

the request is made.  The District is not required to process or maintain a “standing request” 
which seeks copies of records not yet in existence or in the possession of the District. 
 

J. Bot request.  The District will deny a bot request that is one of multiple requests from the 
requester to the agency within a twenty-four hour period, if the District determines that 
responding to the multiple requests would cause excessive interference with the other 
essential functions of the District. 
 



Section 5 Processing Public Records Requests  
 

A. Providing “fullest assistance”.  Mindful of the requirements of RCW 42.56.100, to 
the extent reasonably possible, the PRO will process requests in the order allowing the most 
requests to be processed in the most efficient manner. 

 
B. Acknowledging receipt and fulfilling requests.  Within five business days of 

receipt of the request, not including the day the request was received as provided by RCW 
1.12.040, the PRO will do one or more of the following: 
 

a. Make the record(s) available;  
b. Provide a link to the District’s website where the record can be accessed.  

Requesters who are unable to access the Internet may make an appointment to 
view the records on a District device or may obtain hard copies for a fee based on 
the fee schedule; 

c. Acknowledge that the request has been received and provide a reasonable estimate 
of when records will be disclosed in whole or in part depending on whether the 
records are being provided in installments; 

d. If the request is unclear or does not sufficiently identify the requested records, 
request clarification from the requester and provide a reasonable estimate of when 
records will be available.  Such clarification may be requested and provided by 
telephone; or  

e. Deny the request, specifying the reasons for denial. 
 
If the District does not respond in writing within five business days of receipt of the request, the 
requester should contact the PRO to determine if the request has been received. 
 

C. Additional time.  The PRO will provide a reasonable estimate of time it will take to fully 
respond to a request, if unable to fulfill the request in five business days.  Additional time 
may be needed to provide access to all responsive records, redact exempt information, 
prepare an exemption log, notify third party persons or agencies affected by the request or 
consult with an attorney about possible disclosure exemptions.  The PRO should briefly 
explain the basis for the time estimated to respond.  If an extension of said additional time 
is needed, the PRO will provide a revised estimate and explain the reasoning for it. 

 
D. Notification that records are available.  If the requester has sought to inspect the 

records, the PRO will notify him or her that the entire response or an installment is available 
for inspection and arrange for inspection.  If the requester seeks copies or scans, the PRO 
should notify him or her of the projected costs and whether a deposit is required before 
making the copies or scans. 
 
 
 

E. Requesting clarification.  At the time of the District’s initial response, or subsequent 
to the response, the District may require the requester to clarify any unclear portions of a 



request in order to provide the District with information sufficient to determine which 
records are being requested and whether such records relating to the request exist.  If the 
requester fails to respond to the clarification requested within 30 days, the District may 
consider that portion of the request abandoned.  The District must respond to the portions 
that are clear.  If the request, or portions of the request, are abandoned, the District will 
notify the requester that those portion(s) of the request are closed. 
 

F. Searching for records.  The District will conduct a reasonable search for responsive 
records.  The PRO will help determine where responsive records are likely to be located.  
After potentially responsive records are located, the PRO should take reasonable steps to 
narrow down the number of records assembled to those that are responsive. 
 

G. Preserving requested records.  If a requested record is scheduled for destruction 
per the records retention schedule, the record cannot be destroyed until the public 
disclosure request has been resolved.  Once a request has been closed, the District can 
appropriately handle the record per the retention schedule. 
 

H. Records exempt from disclosure.  Some records are exempt, in whole or in part 
from disclosure.   If the District believes that a record is exempt and should be withheld or 
redacted, the PRO will state the specific exemption and provide a brief explanation of why 
the record or portion of the record is being withheld or redacted in an exemption log. 
 
 

I. Court protection of records (Third-party notice).  If the requested records 
contain information that identifies an individual or organization other than the subject of the 
requested record, prior to providing the records the PRO may notify that individual or 
organization to allow the third party to seek relief pursuant to RCW 42.56.540 if the District 
believes the records are arguably exempt from disclosure.  The District may take this into 
account when providing an estimate of when the records will be available.  The notice to the 
affected person(s) will include a copy of the request.  Nothing in this section requires the 
District to provide third party notice except as required by law.  If a requester seeks 
information located exclusively in an employee’s personnel, payroll, supervisor, or training 
file, the District must provide notice to the employee, any union representative for the 
employee (when applicable), and to the requester.  The notice must state: 
 

a. The date of the request 
b. The nature of the requested record relating to the employee 
c. Any information not exempt from disclosure will be released by the District at least 

ten business days from the date the notice is made and 
d. That the employee may seek to enjoin release of the records under RW 42.56.540. 

 
J. Inspection of records.  The PRO shall provide space to inspect public records.  The 

requester must retrieve or review the assembled records within 30 days of the PRO’s 
notification that the records are available for inspection, download or copying.  If the 
requester fails to do so, the PRO will notify the requester that the request is closed.   



 
K. Providing copies of records.  The requester shall indicate which records they wish to 

have copied or scanned.  Making a copy or a scan is not considered creating a new record. 
 

L. Providing records in installments.  When a request is made for a large number of 
records, the PRO will provide access for inspection and copying in installments if they 
reasonably determine that it would be practical to provide the records in that way.  If the 
requester fails to pay for, inspect or retrieve available installments within 30 days, the PRO 
will consider the request abandoned, discontinue searching, and close the request. 
 

M. Completion of request.  Once all requested records have been provided to the 
requester, the request will be closed.  Also, if the records have been provided and the 
requester notified of the record availability, and the requester fails to retrieve or inspect in 
the 30 days, the request will be closed.  This starts the clock for the one-year statute of 
limitations to seek judicial review. The District will document closure of the request and 
provide the requester with a closure letter with enough information to reasonably put the 
requester on notice that the District does not intend to provide any further records in 
response to their request and that the 1 year statute of limitations has begun to run.  
 

N. Closing withdrawn or abandoned requests.  If the requester withdraws the 
request, fails to fulfill their obligations to inspect or download the records, or fails to pay the 
deposit or final payment for the requested copies or scans, the PRO will close the request 
and indicate to the requester that the District has closed the request.  Requests that are 
paused by the requester will be considered abandoned after 30 days with no response from 
the requester.  The PRO will document closure of the request and the conditions leading to 
the closure.  This starts the clock for the one-year statute of limitations to seek judicial 
review. 
 

O. Later discovered documents.  If the PRO has informed the requester that all 
available records have been provided but later becomes aware of additional responsive 
documents that existed at the time of the request, the PRO will inform the requester of the 
additional documents and provide them on an expedited basis.  Nothing in this section 
requires the PRO to continue searching for records after the request has been fulfilled. 
 

P. No duty to create records.  The District is not obligated to create a new record to 
satisfy a records request.  However, with the consent of the requester, the Agency may 
create such a new record to fulfill the request where it may be easier for the Agency to 
create a record responsive to the request than to collect and make available voluminous 
records that contain small pieces of information responsive to the request.  , Extracting 
information from a database, or running a report, to produce a record that is fully or partially 
responsive to the request is sometimes necessary in order to produce existing data that is 
responsive to a request. 
 

Q. No duty to supplement responses.  The District will not hold current records 
requests open to respond to requests for records that may be created in the future.  If any 



records are created after the request is received, these are not considered responsive to the 
request. 
 

R. Requests for information.  Requests for information are not public records requests 
and do not require the District to answer questions, explain contents of records or conduct 
research for the requester. 
 
 

S. No access to District network or systems.  Requesters will not be granted 
access to the District network or systems. 
 

T. Consequences of disclosing a record in error.  The Districts and its officials, 
agents, and employees shall not be liable, nor shall a cause of action exist, for loss or 
damage based on release of a public record if the District, official, agent, or employee acted 
in good faith in attempting to comply with the PRA. 
 

Section 6 Processing Requests for Electronic Records 
 

A. Requesting electronic records.  The process for requesting electronic records is the 
same as requesting paper records. 

 
B. Providing electronic records.  If the public records are requested in electronic form, 

the PRO will provide the nonexempt records in a generally commercially available 
electronic format.  Electronic records that require redaction usually cannot be produced in 
native format and will be converted to paper or PDF.   
 

C. Access to electronic records.  The PRO may provide a link to electronic records.  
Costs for providing electronic records are set out in Section 8 below. 
 

D. Paper records provided electronically.  Paper records that are specifically 
requested to be provided electronically are subject to fees listed in Section 8 below. 
 

Section 7 Exempt and Prohibited Disclosure of Public Records 
 
The Public Records Act and other statutes exempt or prohibit disclosure of certain District records.  
Requesters should take note that there are many exemptions contained outside of the PRA that 
may restrict the availability of some records.  The District is not required to permit public inspection 
and copying of such records.  The District adopts by reference the exemptions from public 
disclosure contained in RCW 42.56, including any future amendments, along with any other 
exemption the PRA provided by law.  This includes, but is not limited to, those exemptions set forth 
on the Public Records Exemptions Accountability Committee’s (“Sunshine Committee’s”) Public 



Disclosure Exemption list an in Appendix C to “Public Records Act for Washington Cities and 
Counties”, Municipal Research and Service Center available at Municipal Research and Service 
Center  .  These may be amended in the future and the most current versions will be considered 
adopted by reference.  Copies of these will be maintained in the District office.  However, note that 
these exemption lists are not exhaustive and exemptions may be revised throughout the year at any 
time through legislative action or decisions made on cases which create new case law.  Redactions 
or denials of records will be applied to requested records based on what existed at the time the 
record was prepared for disclosure. 
 

Section 8 Costs of Providing Copies of Public Records 
 

A. Costs for records, generally.  The District declares that it would be unduly 
burdensome to calculate the actual costs of providing public records due to the varying 
salaries of staff who fulfill public records requests, the burden of tracking time, and the 
varying costs of the copying equipment.  Therefore, the District adopts the fee schedule as 
follows: 

 
Photocopies of paper records: 
 

Size Black and White 
Copies 

Color 
Copies 

8 ½” x 11” or 8 ½” x 14” $0.15/copy $0.25/copy 
11” x 17” $0.20/copy $0.30/copy 
17” x 22” $0.35/copy $0.45/copy 
22” x 34” $0.40/copy $0.50/copy 

 
 Printed copies of electronic records: 
 

Size Black and White 
Copies 

Color 
Copies 

8 ½” x 11” or 8 ½” x 14” $0.15/page $1.00/page 
11” x 17” $0.20/page $2.00/page 
17” x 22” $0.35/page  
22” x 34” $0.40/page  

 
 Other charges: 
 

Records scanned into electronic format $0.10/page 

https://mrsc.org/getmedia/796a2402-9ad4-4bde-a221-0d6814ef6edc/Public-Records-Act.pdf?ext=.pdf
https://mrsc.org/getmedia/796a2402-9ad4-4bde-a221-0d6814ef6edc/Public-Records-Act.pdf?ext=.pdf


Electronic files or attachments uploaded to an email, 
cloud storage service, or other electronic delivery 
system 

 
 
$0.05/every 4  

Transmitting records electronically $0.10/gigabyte 
Digital storage media/device, container used to mail 
copies, and postage or delivery charges 

 
Actual costs 

If information technology expertise is required to 
prepare data compilations or provide customized 
electronic access services when such are not used by 
the agency for other agency purposes 

 
 
 
Customized service charge 

 
The charges set forth above may be combined to the extent that more than one type of charge 
applies to copies produced in response to a particular request. 
 
The District will not impose copying charges for access to or downloading of records that are 
routinely posted on the District’s website prior to receipt of a request unless the requester has 
specifically requested that the District provide copies of such records through other 
means/formats. 
 

B. Sales tax.  The District will not charge sales tax on copies of records. 
 

C. Use of other copying services.  The District is not required to copy records at its own 
facilities and may determine to use a commercial copying center for non-routine formats 
such as photographs, blueprints, tape recordings, large quantities, or when a requester 
asks for delivery of copies faster than the District can process.  In those instances, the 
District will give the Requester prior notification that they  will be required to pay the 
commercial copying center directly due to non-routine format of the responsive records. 
 

D. Deposit or payment by installments.  Before beginning to copy or scan records, 
the PRO or designee may require a deposit of up to 10% of the estimated costs of copying or 
scanning the records selected by the requester.  The PRO may also require the payment of 
the remainder of the copying or scanning costs before providing all the records, or the 
payment of the costs of copying and providing electronic media in an installment before 
providing that installment. 
 

E. Method of payment.  Payment shall be made by check or money order only. 
 

F. Waiver of copying charges.  The PRO has the discretion to waive copying costs for 
requests totaling less than $5.00, or for requests where the PRO determines that this action 
is in the best interest of the District. 
 

G. Non-payment.  If payment arrangements are not made within 30 calendar days of 
notice that the records are available, the entire request may be deemed abandoned and 
closed.  A reasonable attempt shall be made by the PRO to contact the requester prior to 
deeming a request abandoned and closed. 



 

Section 9 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 public records request may petition, in 
writing, to the PRO for a review of that decision.  The petition shall include a copy of or 
reasonably identify the written statement by the PRO or designee denying the request. 

 
B. Considered of petition for review.  The PRO shall promptly provide the petition and 

any other relevant information to the Executive Director to conduct the review.  The 
Executive Director will promptly consider the petition and either reaffirm or reverse the 
denial within two business days following the receipt of the petition.   
 

C. Judicial review.  Any person may obtain court review of denials of public records 
requests pursuant to RCW 42.56.550 at the conclusion of two business days after the initial 
denial regardless of any internal administrative appeal. 
 

 


