AMENDATORY SECTION (Amending WSR 10-10-040, filed 4/27/10, effective
5/28/10)

WAC 308-10-005 Authority and purpose. ( (B—REW—42 560701

the—aect—deseribingits—Ppurposes—and—interpretations)) (1) The purpose
of this chapter is to establish rules for the department of licensing
to implement the reguirements of the Public Records Act, chapter 42.56
RCW.

(2) The department adopts these rules to provide full access to
public records concerning the conduct of government, mindful of indi-
viduals' privacy rights. The department is guided by the provisions
describing its purpose and interpretation when carryving out responsi-
bilities under chapter 42.56 RCW.

AMENDATORY SECTION (Amending WSR 14-20-101, filed 9/30/14, effective
10/31/14)

WAC 308-10-010 Definitions. (1) The definitions set forth in
RCW 42.56.010 ((skhad*)) apply to this chapter.

referred—+to—as—the department)) "Department" means the department of

licensing. Where appropriate, ((the—term—department)) 1t also refers
to the staff and employees of the department of licensing.

((#4)r)) (3) "Designee" ((+s)) means a department employee author-
ized by the public records officer to receive and respond to a public
records request.

((#5)F)) (4) "Director" means the director of the department of
licensing as appointed by the governor.

((#6)¥)) (5) "Individual" means a natural person.
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((HF)) (6) "Legitimate business," for purposes of RCW 46.12.630,
means a company with a valid and unexpired business license that is:

(a) A licensed Washington business; or

(b) Not required to be licensed in this state, but has a federal
employer identification number, federal tax number, or uniform busi-
ness identifier (UBI).

((#8¥)) (7)) "Listing (list)" means an item-by-item series of
names, figures, words, or numbers written or printed one after the
other.

AMENDATORY SECTION (Amending WSR 10-10-040, filed 4/27/10, effective
5/28/10)

WAC 308-10-015 ( (bocationof administrative offiee-)) Function—
Organization—Administrative officers—General inquiries to the office.
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IHe—reeco is—eeated—aE A—River—brive—Seoutheast—0+vym
p+a—088501~=)) (1) Function, organization, and administrative offices.
The department of licensing administers laws relating to the licensing
and reqgulation of professions, businesses, and other activities in ad-
dition to administering laws relating to the licensing and regulation
of vehicles and vehicle operators, dealers, and manufacturers. More
information about the department's roles is available at
www.dol.wa.gov.

The main office of the department and its director is located in
the Highways-Licenses Building, 1125 Washington Street Southeast,
Olympia, WA 98504. The administrative office of the public records of-
ficer is located at 8005-A River Drive Southeast, Olympia, WA 98501.

(2) General inquiries and correspondence unrelated to a Public
Records Act request to the office. Ingquiries and correspondence con-
cerning a matter unrelated to a Public Records Act request should be
directed to the Olympia main office or by visiting www.dol.wa.gov.

AMENDATORY SECTION (Amending WSR 10-10-040, filed 4/27/10, effective
5/28/10)

WAC 308-10-025 Public records available. All public records of
the department are ((deemed—te—be)) available for public inspection
and copying during normal business hours pursuant to these rules, ex-
cept as otherwise provided by chapters 42.56 and 46.12 RCW, WAC
308-10-050 and 308-93-087. For the purposes of this chapter, the nor-
mal business hours ((skheddt—be)) are from 9:00 a.m. to noon and from
1:00 p.m. to 4:00 p.m., Monday through Friday, excluding legal holi-
days.
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officer or designee

Email addressed to the public records

(b)
sent to recordreguests@dol.wa.gov

or
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or
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o 1 111 . eV

+er—Peny)) an efficient order depending on the size and complexi-
ty of the request.

( (3r—Censegueneces—of)) (2) Failure to respond. If the department
does not respond in writing within five business days of receipt of
the request for disclosure, the requestor ((shewld—econsider—contact—

ing)) can contact the public records officer or designee to determine
the reason for the failure to respond.
(4 Dy~+ ot o ra o~ o £ + 1 ra T + 1 Tzt ha+ + 1 (3)
( ( \x/ LJ_UL.C\_/[.J.J.L\j J_.Lk_jllk.u_) = COCITIT IS LTT S i s ASIAVAL NS i iy wy CIITTa T l.J.J.C) )

Third-party notification. TIf requested records contain information
that may affect rights of others and may be exempt from disclosure,

the publlc records officer may((——prier—te—pre%&d&ng—the—reeerdsT—g&¥e

provide notlce to persons named in the records, before providing the

records to the requestor. Such notice should ((ke—givenr—seo—as—te—make
+—possible)) provide time for those other persons to contact the re-
questor and ask ((kim—er—he¥r)) Lthem to revise the request, or, if nec-

essary, 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.
Fulfillment of the request may be delaved while third parties consider
or pursue their legal options.

((45)F)) (4) Inspection of physical records.

(a) ( (comsistent—with—eother—demandsy)) The department ((shatd
premptdly)) will 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. The requestor ((shalt)) must indicate which
documents ( (hRe—eor—she—wishes)) they want the agency to copy.

(b) The requestor must ((etaim—er—review—the—assembled)) review
assembled records or collect copied records within ((£hizrty)) 30 days
of the department's notification to ((kim—er—her)) them that the re-

cords are available ((fer—inspeetieon—or—ecopying)). The department
((wtE)) y notlfy the requestor in writing of thlS requlrement and

o)) ask them to make arrangements to ((etaim)) collect or review the
records.

(c) The department may close the request and refile the assembled
records if the requestor or ((&)) their representative ((ef—the—r
ggester)) fails to claim or review the records or make other arrange-

ments w1th1n ( (Ehre—thirty—dav—Pperiod—or make other arrangements,—+the

which—ecan—beprocessed—as—a new——reguest)) 30 days of the department s

notice.

((#6)¥)) (5) Providing copies of records. After inspection is com-
plete, the public records officer or designee ((skhatd)) will make the
requested copies or arrange for copying.

( (—Providing—records—in—instaltiments—When—the reguest—Is—Ffor

~)) (6) Retrieving records. The public re-
cords officer or designee ((widtd)) may provide access for inspection

and copying in installments ( (—+f—he—or—she—reasonablty determines—that

[ 51 0TsS-4094.3
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WAC 308-10-045

Costs of providing copies of public records.
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(1) The department does not charge a fee for the inspection of
public records.

(2) Pursuant to RCW 42.56.120(2), the department declares that,
for the following reasons, it would be unduly burdensome to calculate
the actual costs for providing copies of public records:

(a) Funds were not allocated to perform a study to calculate ac-
tual costs, and the agency lacks the necessary funds to perform a
study;

(b) Staff resources are insufficient to perform a study and to
calculate such actual costs;

(c) A study would interfere with and disrupt other essential de-
partment's functions.

(3) The department may charge fees for production of copies of
public records consistent with the fee schedule established in RCW
42.56.120 and published in the fee schedule available on the depart-
ment's website at www.dol.wa.gov.

(4) The department will charge the actual amount charged by an
external vendor for records copied. This includes records in nonstan-
dard sizes; or in formats identified in the department's fee schedule
available on the department of licensing's website at www.dol.wa.gov.

(5) Before copying public records, the public records officer or
designee may require the requestor to:

(a) Pay a deposit of up to 10 percent of the estimated costs to
copy all the requested records;

(b) Pay the remainder of the copying costs before providing all
the records; or

(c) Pay the costs of copying an installment before providing the
installment.

(6) At the department's discretion, the department may provide:

(a) Customized data services 1if the request would require the
time of specialized program staff to prepare data compilations; or

(b) Customized electronic access services when such compilations
and customized access services are not used by department of licensing
for other agency purposes.

(c) Customized data services incur an hourly fee based on the
complexity of the service.

(7) At the discretion of the public records officer, the depart-
ment may waive any charges for providing public records. This determi-
nation will be made on a case-by-case basis.

AMENDATORY SECTION (Amending WSR 10-10-040, filed 4/27/10, effective
5/28/10)

WAC 308-10-055 Review of denials of public records. (1) Peti-
tion for internal administrative review of denial of access. Any per-
son who objects to the initial denial or partial denial of a records

request may ( (petitien 3 —writing{Hnreluvding—emailr—to—+thePpublie—re—

anrAa L~ £ ATz ATy £ +h o+ A~ oo n T et 1+ o n ah 11 Sel’ld
COoOTrr s O CCT—T O TTCvICw OT criac OoCtCToTOT—~ TC— Pt TTrcrOT—SitaT T

a written request for the department to review the decision. The re-
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guestor must send the written request to the public records officer.
The request must include a copy of or reasonably identify the written
statement by the public records officer or designee denying the re-
quest.

(2) Consideration of petition for review. The public records of-
ficer ((shadd)) will promptly provide ((£he)) written petitions and
any other relevant information to the ( (meaprager—eofadministration—Fi—
Arapree—and——administration—divisien)) administrative services assistant
director or designee. That person will ( (immeediatetsy)) consider the
petition and either affirm or reverse the denial within ((ter)) 10
business days following the department's receipt of the petition, or
within such other time as the department and the requestor mutually
agree ((&e)).

(3) Review by the attorney general's office. Pursuant to RCW

42.56.530, ((Hf—thedepartment—denies—a reguesteor aeecess—teo—publtie—Fre—
cord o - . y -
A3 o~ Q1 + 1 raoyra ot Y va Y7 v vao ot + 1 =+ o 3 oran w1 Vo £ ~ +

|\, S EAr WD ) W S WP U e 12 CIT - \1LA o O UL ILLL/L_Y J_C\iuc»_)[_, S i ) s (_/Ll_,L_,UJ_J.J.C_Y \jCLLCJ_(_J..L [=] oI T (o wy

review—Ehe—matter)) any persons may request the attorney general to
review the matter when the department concludes that a public record
is exempt from disclosure. The attorney general has adopted rules on
such requests in WAC 44-06-160.

(4) Judicial review. ( (Any—Ppersonrmay obtain——ecourt—review—ofde—
Aats—eofpubliec records—reguestspursuwant—+teoREW42-56-550<)) Pursuant

to RCW 42.56.550, a regquestor may reguest a judicial review of the de-
partment's denial of public records reguest.

AMENDATORY SECTION (Amending WSR 92-09-107, filed 4/20/92, effective
5/21/92)

WAC 308-10-060 Protection of public records. { (Fhre—depa=tment
. ) 1 15 . o , . o] A
1 1 17 2 y +A

interferingor wiltl unduly interfere—with other essential—funetions—of
the—department<)) Pursuant to RCW 42.56.100 the following requirements

will apply when inspecting public records held by the department:

(1) The department must have a designated department employee
present while a requestor inspects department records.

(2) Reqguestors must not:

(a) Remove any public record from department premises.

(b) Mark or deface a public record in any manner during inspec-
tion.

(c) Dismantle public records maintained in a file or jacket, or
in chronological or other filing order which would constitute exces-
sive interference with the department's essential functions.
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Stay longer than their scheduled appointment to prevent ex-

cessive interference with other essential functions of the agency.

(d)

or other storage

vaults,

Access to file cabinets, shelves,

areas 1s restricted to department employees,

(3)

unless other arrangements

are made with the public records officer and designee.

, effective

filed 12/12/13

-01-051,

Amending WSR 14

(

AMENDATORY SECTION

1/12/14)

(1)

((£s

Disclosure of vehicle owner information.

WAC 308-10-075

Laws protecting vehicle owner information
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(iv) They are following the chattel lien process as required by
RCW 60.08.085.

(3) In order for the department to disclose names and addresses
of individual vehicle owners, the requestor must provide:

(a) Acceptable verification or proof of identity as stated in
subsection (4) or (5) of this section; and

(1) A contract with the department; or

(1i) A disclosure form or agreement with the department as re-
gquired by RCW 46.12.635.

(b) Any other supporting documentation as requested by the de-
partment.

(4) Acceptable business verification.

(a) If the requestor is a business, one of the following:

(1) A copy of its current/valid business or professional license;

or

(1i) TIf the requestor is a business that is not required to be
licensed, its federal employer identification number, federal tax num-
ber, or uniform business identifier number on its official business
letterhead with a signature of the owner or an authorized representa-
tive.

(b) If the requestor is an attorney, a copy of:

(1) Their eligibility to practice law, including proof that their
license is in a current/active status; and

(1i) An engagement letter, notice showing the attorney is repre-
senting someone, or evidence of an active case in court.

(c) If the requestor is a private investigator, a copy of:

(1) Their current/valid private investigator's license; and

(1i) An engagement letter, notice showing the private investiga-
tor is representing someone, or evidence of an active case in court.

(5) Proof of identity.

Acceptable forms of identification include, but are not limited

to:

(a) A current/valid driver's license or instruction permit issued
by any U.S. state or foreign government. If the requestor's driver 1li-
cense has expired, they must also show a valid temporary driver's 1i-
cense with the expired card; or

(b) A current/valid United States armed forces identification; or

(c) A current/valid merchant marine identification card issued by
the United States Coast Guard; or

(d) A current/valid identification card issued by any foreign,
federal, or state government; or

() A current/valid official U.S. passport or an unexpired for-
eign passport; or

(£) A current/valid enrollment card issued by the governing au-
thority of a state or federally recognized Indian tribe.

Note: The department, at its own discretion, may waive the requirement in subsection (5) of this section and accept other documentation that clearly

establishes the identity of the requestor.

REPEALER

The following sections of the Washington Administrative Code are
repealed:

WAC 308-10-020 Operations and procedures.
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WAC 308-10-042 Processing of public records requests—
Electronic records.

WAC 308-10-050 Exemptions.
WAC 308-10-070 Communications with department.

[ 12 ] 0TsS-4094.3
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