AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-020 Definitions. (1) ( (Pubtie recordss) )
"Public record" includes any writing ((eemtaining)) (defined in
subsection (5) of this section) prepared, owned, wused, or

retained by the commission, which contains information relating
to the conduct of government or the performance of any

governmental or proprietary function ( (prepared;—eowned;—used—oF
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4 Seeretary= Public records officer means the

o . . : ; - -

official responsible for the commission's compliance with the

Public Records Act, chapter 42 .17 RCW, and for the
implementation of this chapter. The commission's secretary is
designated as 1ts public records officer. The secretary may
designate one or more persons to assist in the implementation
and application of this rule.

(3) "Secretary, " also referred to as "executive
secretary," means the secretary of the commission appointed
pursuant to RCW 80.01.030. Unless otherwise restricted, the

term "secretary" also refers to the acting secretary and to the
secretary's designee.

(4) "Washington wutilities and transportation commission,"
referred to in this chapter as "the commission," is the
commission appointed by the governor under RCW 80.01.010. Where
appropriate, the term "commission" also refers to the staff and
employees of the Washington utilities and transportation
commission.

(5) "Writing" means any information (e.g., words, numbers,
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symbols, 1images, and sounds) recorded 1in any media (e.qg.,
handwritten, typewritten, printed, electronic, photographic, and
video and audio recording), as defined in RCW 42.17.020(42).

((#59r—¥eu~)) (6) The word "you," or "your," when used in
this chapter ((meanms)), refers to a person who requests access
to public records.

AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-030 Organization of the Washington wutilities

and transportation commission. (1) The Washington utilities
and transportation commission consists of three members
appointed by the governor under RCW 80.01.010. The governor
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-23)) The commission 1s organized into the following
principal ((parts)) sections and divisions: Regulatory services
( (vistern)); safety and consumer protection; policy and public
information; administrative law; knowledge management; financial
and budget services ((divisten)); ((potiey pltonning and—researech
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potiey—devetopment—seetion)) and employee services. The head of
each section or division 1is directly responsible ((direetls)) to

the commissioners.

NEW SECTION

WAC 480-04-035 Physical address--Telephone--Facsimile--E-
mail--Internet. The information included in this section is
current at the time of rule adoption, but may change. Current
information and additional contact information are available on
the commission's Internet site, 1in person at the commission's
offices, or by telephone call to the commission's main public
number.
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Physical address; address
for U.S. mail or hand-
delivery

Washington Utilities and
Transportation
Commission

1300 S. Evergreen Park
Drive S.W.
P.O. Box 47250
Olympia, WA 98504-7250

Telephone (general)

360-664-1160

Telephone (records center)

360-664-1234

Telefacsimile (records

360-586-1150

center)

Electronic mail (records records@wutc.wa.gov
center)

Internet www.wutc.wa.gov

AMENDATORY SECTION
filed 12/29/97,

WAC 480-04-050 Public
requests other than requests
Anyone who wishes to obtain

(Amending Order R-446,
effective 1/29/98)

information;
for public documents.
general

Docket No. A-970591,
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(3) Telephone requests for information may be made by
contacting the commission's records center, or by call to the
commission's general telephone number.

AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-060 Public records available; hours for
inspection and copying. (1) (Exxeept—as—otherwd provided—b
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avattabt for—publiec—inspectien——and——eoepying=)) All of the

commission's public records are available for inspection and
copying unless the public record is exempt from disclosure under
chapter 42.17 RCW (the Public Records Act), protected from
disclosure under RCW 80.04.095 (records that contain wvaluable
commercial information), WAC 480-07-160 (Confidential
information), WAC 480-07-420 (Discovery--Protective orders), or
under other provision of law. Except as provided in RCW
42.17.260(6), the commission will not give, sell, or provide
access to lists of individuals if the information is requested
for commercial purposes.

(2) The commission ((shaddt——aet)) will promptly ((esr))
respond to requests for inspection and copying of public
records.

(3) ((Th Sorara oo g n 2211 oA A 1 E N 2 4+ +hoaa
Ay VI oo TUTT WL T - b._)r/\JJ.J.\A. [ S T T U UTTITO LA S e CIT =]

i1l A + oot o roamadtizad ;o £ i dant+ s £ 17 P A I P

[ . =} Ry 1 T o TOo LT T T T ITTVETE M_Y 1 4 @ np e i S TOCTTIC I T IO 1T r/uM_L_LL/
+4))) Public records are available for inspection and

copying during the commission's customary office hours which are
from 8:00 a.m. to 5:00 p.m., Monday through Friday, excluding
((Fegax)) official state holidays as defined in RCW 1.16.050
(legal holidays and legislatively recognized days) .
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AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-065 Records index. The commission will publish
and 1index 1its significant adjudicative decisions; declaratory
orders; interpretive statements; and policy statements.

(1) ((Baeh—monthy)) The commission will publish and make
available to ((subserikers)) the public its adjudicative orders
( (eptered—the prior month —whieh)) that resolve contested issues
or which it believes will be of interest or significance, its
declaratory orders, its interpretive statements, and its policy
statements. The commission will publish these documents by the
means it deems best suited to achieve broad availability,
consistent with staff resources and technology, including
distribution of paper copies, electronic mail, and Internet

website posting. ( (Faeeh—publication—will—dneclude—declaratery

orders—and; rEerpretive—and—polievy—statementss—and—witt
inetude)) The commission will <contemporaneously publish a
summary of the decisions, orders, and statements.

(2) The commission will annually publish indices of the
principles ((whieh)) that are applied in the text of published
decisions, orders, and statements ((eptered—during—the—prior
year)) .

(3) The ((publieatiens)) commission will ((k avarttabte) )
make paper copies of 1ts indices available for sale at the
commission's estimated actual cost of reproduction and
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AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-090 Requests for public records. (1) Many
requests for public records can be handled quickly and
informally without the need for a formal written request. You
may ask orally, in person, or by telephone to 1look at a
document, or get a copy of a document. ( (Your—may—ask—oeralty—in
persop—or—by—telephoenes)) You may also ask informally in
writing, by letter or electronic mail. Requests may be made by
electronic mail to ( (<recordsiwotewargov>)) the commission
records center. Commission staff will advise you 1if a formal
written request, as described in subsection (4) of this section,
is required.

(2) The commission ((rermalty—reguires)) may require any
person who seeks access to public records to present a formal
written request. The commission may require a formal written
request, for example, ((4&))) if you ask for large quantities of
information ( (5 o e & 155+ oF) ) or make an unusual
request ((+)) . The formal written request helps the commission
( (may—peed—a—written—reecord—+te)) make sure that you get all the
information you have requested( (+—er—to—mal sg¥re)) and that
((#he)) any charges for copies are proper.

((Hr—F£)) (3) The commission may require a formal written
request if the information ((£hat)) you ((wanmt)) ask for might
be within one of the exceptions to the law requiring

disclosure ( (—the—<commission may heed—a written reguest—to—make
ISR +h N+ + 1 doct o2 o 1o maA Ny~ <7 bz + a1~ o

[ i = CITTA T CTIT oL T o 1T OUTT = ) e aw r/J_\Jr/ J__L_Y, J\J_Y 1T J__L\_jJ.J.L, r/ J_UUJ.J.,
ard—Ethat—you—get—the—response—you—are—entitted—+to) ) . In this
situation, your formal written request helps the commission make

sure that its decision to disclose or withhold the information
is made properly and that you get the public records you are
entitled to receive. Examples of information that might be
exempt from disclosure include documents that have Dbeen
designated "confidential”™ by the person providing them to the

commission, documents containing private or personal
information, and documents that may be involved in litigation or
hearings.

((=¥)) ((4) If you need to make a formal written request

for information, you may use a "public records request" form
provided by the commission or vyou may write a letter that
contains the information listed below. If you want to use the
form, you can get a copy at the commission's Internet site or
office, or you can ask to have it sent to you.
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(5) ((&)) Formal written requests ((shad¥)) must include

the following information:

(a) Your name, address, an ( (eddxress)) telephone number.

(b) ( (Whrer—vyou——ar making—the)) The date on which vyou
submit your request

+ ]

r
O OTIT

(c) ( (Feo= wﬁum £he aaividuats basinessy er
erganizatien))) The identity of any individual, business, or
other organization for whom you are making the request, if not
only for yourself personally.

(d) A clear indication, ((«4))such as ((#m)) a document
heading or title((3)) that you are requesting public records, to
help make sure that the request is handled properly.

(e) Whether vyou want to inspect the ((deewment)) public

records or get ((a—eepy—eof—3%£)) copies, or both.

(f) A clear description of the public records you want
( (Ehat—3Fs—etear—enough)) so that commission staff can find the
records. If you know how ((it—4s)) the public records are
described in the index maintained by the commission, ( (£hat
woutd—be—helpfu A—derts

+—na—3 +fying—3+£)) provide that description to
assist the commission to identify the public records you want to
review.

(g) A statement of whether ((a—purpese—o£f)) you are making
the request ((#s)) in order to obtain a 1list of individuals to
be used for any commercial purposes.

(6) Commission staff will make a reasonable effort to
assist 1in identifying and providing ((&#he)) all public records
that you request.

(7) The commission may waive the need for a completed form
when doing SO supports the commission's administrative
convenience and is not inconsistent with legal requirements or
public policies.
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AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-095 Disclosure procedure. (1) The
( (seexretary)) public records officer will promptly notify you if
+tssteon—staff finds—+that—+the)) your request 1is found to be
incomplete, and will tell vyou what the problem 1is. The
((seeretary)) public records officer will assist vyou ((&m
ecompleting)) to complete or ((eerreeting)) correct your request.
Notifying you of a deficiency is not a denial of your request.
The ((seeretary)) public records officer may act on a deficient
request to the extent that doing so is reasonable.
(2) Upon receiving a complete request, the ((seeretary))
public records officer will review the requested record to
determine whether the record or a portion of it is exempt from

disclosure nder Sy [P RGN £ 1. mh e, W T P, P
u u (J.J.J._Y r/J—\JV—LL.)_L\JJ.J. L\ LT CTLVW o L 1IT 1 . LAY [N 2 NN iy @ R S & N = R
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dant 1 o1 IR NN P D= s I IOV S [V T ot the
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Public Records Act, chapter 42.17 RCW, protected from disclosure
under RCW 80.04.095 (records that contain wvaluable commercial
information), WAC 480-07-160 (Confidential information), WAC
480-07-420 (Discovery--Protective orders), or under another
provision of law.

(3) ((Fo—the—extent—reguired)) The commission will delete
identifying details from a public record to protect the personal
privacy interests ((protected—by REW—42-1+7+-310—and—42 17315
£h commission—witt—detlete —Fdentifying details——freom——a—pubtie
reeo¥rd)) as provided by law when it makes the record available
or publishes it. ( (Whenever—that—happensy)) The commission will
explain the reasons for ((¥khe)) any such deletion.

(4) Only the ((seeretary)) public records officer 1is
authorized to deny requests for public records. Any action
other than granting access to public records, when taken by a
person other than the ((seeretary)) public records officer, is a
deferral of action((+)) and not a denial of a request. Any
commission staff member who does not grant access to a public
record when a complete written request is made must immediately
take or send the requested document, together with the written
request, to the ((seeretary)) public records officer for a
prompt decision granting or denying the request.

(5) If the ((seeretary—refuwses—te)) public records officer
does not grant access to all or part of a requested public
record, the ((seeretary—shaltt)) public records officer will give

you a written statement identifying the exemption authorizing

[ 8] OTS- 6555. 1



the action and how it applies to the requested record. Any
portion of the record that is not subject to exemption shall be
promptly disclosed.

(6) (( .. " . . . o !

+ar)) If ((ea—reeguested)) you request a public record that
contains information that has been designated confidential under
RCW 80.04.095 ((aped—WAC—480-069-045)), WAC 480-07-160, or a

protective order, and you have not specifically asked ((fex)) to
be provided with confidential information, the ( (seeretary
shatt)) public records officer will tell you that material has
been designated confidential, and ((make—sure—that—you—€o)) ask

whether you want the confidential information, before processing
((ERe)) your request.

((Hr—4A)) The commission will process any request for a
record designated as confidential under RCW 80.04.095 ((apd—WAC

ofWAC—480-09-015)) or WAC 480-07-160 1in accordance with those
provisions of law.

(7) ( (After—reeeiving)) If the public records officer
denies vyour public records request in whole or in part, the
( (seeretarvy's)) public records officer will ©provide vyou a

written explanation of the basis for ((rendisetosure—under—this
rate;—+¥f)) the denial. If you ((stilt—wantdisetosure)) want to
contest the denial, you may request a review under WAC 480-04-
120.

AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-100 Copying and service charges. The
commission will provide copies of public records upon request.

(1) The commission ((sha+d)) may charge a published fee for
copying ( (ape—preoviding—information)) public records, 1f you
request copies. The commission may, by order, within the
requirements of RCW 42.17.300, establish and change prices and
establish the maximum number of wvarious kinds of copies that
will be provided without charge.

(2) The commission's schedule of charges for copies, except
as provided in WAC 480-07-145 (3) (b), is published in
Administrative Policy 1.60 ¢, which is available from the
commission's website or by contacting the commission's records
center. Out of state customers and governmental agencies are
not charged sales tax.
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(3) (b) the charge for copies when

(3)

fails to file the number

' 's internal

to meet the commission

d

require

copies

of

distribution needs.
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AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-120 Review of denials of public records

requests. (1) If ((yeu—a=r denfed—diseleosur of—a—publie
decurent—and—disegr with—the—deniat)) the commission does not

disclose a public record that vyou have requested and you
disagree with the denial, you may ask the ((seeretary)) public
records officer, in writing, for a review of the denial.
((Fre)) Your written request for review must describe or enclose
the ((seeretary's)) public records officer's written statement

( (exptaining)) that explains the reasons for the denial, as
provided in WAC 480-04-095(5).
(2) ((Z—reguest—for revicw mastbe made dn—writ oy

e
be—made)) You may hand deliver, or have a courier deliver, your
written request for review 1in person at the commission's
administrative office or you may send it by mail or electronic
mail.

(3) The public records officer will promptly ((after
B NVNE I T IR 2 - PICEPE I S SINE Tt~ o ESlNE Az ATy +1h IR SN S nk—ﬂW))
1 . _LJ.J.\j (& Wi 1T C T 1T J_\,\ﬁu\,\)\., [ S N 1 AV LAY CII = g WP @ R =y [N 2 NN iy @ R S
review ((Ehe—deeision- He—o¥r—she)) your written request. The

54
public records officer may personally reconsider the denial
decision, or may refer the request to the commission for review

4 Th ocomma o oo Nl o Az ATy £+ = Aar~a o2 " Aansza n e
e U OO TUIT =] - VI LAU . (=5 o T o 1T UIT A8 IT _LJ.J.\_j
. . .

diselesuyre—3s)) public records officer's initial denial becomes

f' l ~ 4 + 1 A £ + 1 anc~AnA hi1taa oo A<z £~71 I ey + 1
lna aC CIT T A - CIT [=J OO LA I\ iy 5 =] AT J_\J.L.L\JVV.LJ.J.\_j LSS i By
ISR SNV T EERNE A I N doan-= o1 A oo IS 113 ] oo + Sorrnd oo o IS
=] - T LT TT T T 1T T T oL IT 1T 1T oL \_/_Lk_)_L\JJ.J., |8 i By g [ CTIT U oo T UIT
nraszi doa = ozl and A oo n + Tz A1 +h o4 nowr s A Th 1 o
t-/J_U [ =} =8 - VIO A8 A8 o 1o TUTT A=Ay _YULA \.A.LAJ__LLL\j CTIITC L—/CJ__LUL/L- [ N N R e )
dees—naet—prevent—the ——commissron—From—reversing)) unless the

commission modifies the decision within two days after the
commission receives your request f The commission,

O
[
(]
(0]
<
|_J.
@
=

however, still may modify a denial ((after—Eth ad—eof—+the—second
business—day—followingthednitiat—deniat)) decision at a later
time. Once the public records officer's initial denial decision

becomes final or i1s modified by the commission, you may seek
judicial review under RCW 42.17.340.
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AMENDATORY SECTION (Amending Order R-446, Docket No. A-970591,
filed 12/29/97, effective 1/29/98)

WAC 480-04-130 Protection of public records. (1) Only
commission staff may copy public documents unless the
( (seeretary)) public records officer decides that copying by
others will not disrupt commission ((administratien)) business
operations or pose any risk to the integrity and safety of the
documents.

(2) No person may take any ((gdeeuwment)) public record from

the area ((desigrated—Dby)) the ((seeretary)) public records

officer designates for ( (he)) public inspection of
( (doeuments)) public records unless expressly authorized to do
so by the ((seeretary—auvthorizes—doeing——se)) public records
officer.

(3) When a member of the public asks to examine an entire
file or group of ((deewments)) public records, as distinguished

from specific ( (doeuments)) public records that can Dbe
individually identified and ((supptied)) made available, the
commission may take a reasonable time ((fer—imspection)) to

inspect the file or group of public records to remove any
material designated as confidential and any information
protected from disclosure by ((REW—42-317330)) chapter 42.17
RCW, or other provision of law.

REPEALER

Code 3?8 ggéégyéag sections of the Washington Administrative
WAC 480-04-070 Public records officer.
WAC 480-04-110 Information for commercial

purposes.
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