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WAC 253-12-010  Purpose.  The purpose of this chapter shall be to 
ensure compliance by the Washington higher education facilities au-
thority with the provisions of RCW 42.17.250 through 42.17.340, deal-
ing with public records.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-010, filed 11/27/84.]

WAC 253-12-020  Definitions.  (1) "Public record" includes any 
writing containing information relating to the conduct of government 
or the performance of any governmental or propriety function prepared, 
owned, used or retained by any state or local agency, regardless of 
physical form or characteristics.

(2) "Writing" means handwriting, typewriting, printing, photo-
stating, photographing and every other means of recording any form of 
communication or representation, including letters, words, pictures, 
sounds or symbols, or any combination thereof, and all papers, maps, 
magnetic or paper tapes, photographic films and prints, magnetic or 
punched cards, discs, drums and other documents.

(3) "Washington higher education facilities authority" and "au-
thority" each refers to that state agency described in WAC 247-02-030.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-020, filed 11/27/84.]

WAC 253-12-030  Public records available.  All public records of 
the authority are deemed to be available for public inspection and 
copying pursuant to these rules, except as otherwise provided by RCW 
42.17.310.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-030, filed 11/27/84.]

WAC 253-12-040  Public records officer.  The authority's public 
records shall be under the charge of the public records officer desig-
nated by the executive director of the authority. The person so desig-
nated shall be located in the administrative office of the authority. 
The public records officer shall be responsible for implementing the 
authority's rules and regulations regarding release of public records, 
coordinating the staff of the authority in this regard and generally 
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ensuring compliance by the staff with the public records disclosure 
requirements of chapter 42.17 RCW.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-040, filed 11/27/84.]

WAC 253-12-050  Office hours.  Public records shall be available 
for inspection and copying from 9:00 a.m. to noon and from 1:00 p.m. 
to 4:00 p.m., Monday through Friday, excluding legal holidays.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-050, filed 11/27/84.]

WAC 253-12-060  Requests for public records.  In accordance with 
the requirements of chapter 42.17 RCW that agencies prevent unreasona-
ble invasion of privacy, that they protect public records from damage 
or disorganization and that they prevent excessive interference with 
essential functions of the agency, public records may be inspected or 
copied or copies of such records may be obtained by members of the 
public upon compliance with the following procedures:

A request shall be made in writing upon a form prescribed by the 
authority, which form shall be available at its administrative office. 
The form shall be presented by the public records officer, or to any 
member of the authority's staff if the public records officer is not 
available, at the administrative office of the authority during the 
office hours specified in WAC 253-12-050. The request shall include 
the following information:

(1) The name of the person requesting the record;
(2) The time of day and calendar date on which the request was 

made;
(3) The nature of the request;
(4) If the matter requested is referenced within the current in-

dex maintained by the public records officer, a reference to the re-
quested record as it is described in such current index;

(5) If the requested matter is not identifiable by reference to 
the authority's current index, an appropriate description of the re-
cord requested.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-060, filed 11/27/84.]

WAC 253-12-070  Copying.  No fee shall be charged for the inspec-
tion of public records. The authority shall charge a fee of twenty-
five cents per page of copy for providing copies of public records and 
for use of the authority's copying equipment. This charge is the 
amount necessary to reimburse the authority for its actual costs inci-
dent to such copying.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-070, filed 11/27/84.]

WAC 253-12-080  Exemptions and denials of requested public re-
cords.  (1) The authority reserves the right to determine that a pub-
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lic record requested in accordance with the procedures outlined in WAC 
253-12-060 is exempt under the provisions of RCW 42.17.310.

(2) In addition, pursuant to RCW 42.17.260, the authority re-
serves the right to delete identifying details when it makes available 
or publishes any public record in any cases when there is reason to 
believe that disclosure of such details would be an invasion of per-
sonal privacy protected by chapter 42.17 RCW. The public records offi-
cer will fully justify such deletion in writing.

(3) All denials of requests for public records must be accompa-
nied by a written statement specifying the reason for authorizing the 
withholding of the record and a brief explanation of how the exemption 
applies to the record withheld.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-080, filed 11/27/84.]

WAC 253-12-090  Review of denials of public records requests. 
(1) Any person who objects to the denial of a request for a public re-
cord may petition for prompt review of such decision by tendering a 
written request for review. The written request shall specifically re-
fer to the written statement by the public records officer or other 
staff member which constituted or accompanied the denial.

(2) Immediately after receiving a written request for review of a 
decision denying a public record, the public records officer or other 
staff member denying the request shall refer it to the executive di-
rector of the authority. The executive director may request that a 
special meeting of the authority be called as soon as legally possible 
to review the denial. In any case, the request shall be returned with 
a final decision within two business days following the original deni-
al.

(3) Administrative remedies shall not be considered exhausted un-
til the authority has returned the petition with a decision or until 
the close of the second business day following denial of inspection, 
whichever occurs first.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-090, filed 11/27/84.]

WAC 253-12-100  Protection of public records.  In order that pub-
lic records maintained on the premises of the authority may be protec-
ted from damage or disorganization as required by chapter 42.17 RCW, 
the following procedures and practices are hereby instituted:

(1) Upon receipt of a request by a member of the public for a 
public record, the public records officer or the staff member in the 
authority's office receiving the request shall review the request for 
a public record and the requested public record to determine whether 
deletions from such record should be made or the request for such re-
cord should be denied pursuant to WAC 253-12-080.

(2) Only after a determination has been made that all or such 
portion of a public record as is not deleted may be inspected shall 
such public record or portion thereof be made available for inspection 
by a member of the public.

(3) Only the staff and members of the authority may open authori-
ty files to gain access to authority records for either authority 
business or to respond to a request for a public record.
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(4) No public record of the authority may be taken from the prem-
ises of the authority by a member of the public.

(5) Public inspection of authority records shall be done only in 
such locations as are approved by the public records officer, which 
locations must provide an opportunity for authority staff members to 
ensure that no public record of the authority is damaged, destroyed, 
unreasonably disorganized or removed from its proper location or order 
by a member of the public.

(6) Public records of the authority may be copied only on the 
copying machines of the authority unless other arrangements are au-
thorized by the public records officer.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-100, filed 11/27/84.]

WAC 253-12-101  Records index.  (1) The authority shall establish 
a current index which provides identifying information as to the fol-
lowing records issued, adopted or promulgated since its inception:

(a) Final opinions, including concurring and dissenting opinions, 
as well as orders, made in the adjudication of cases;

(b) Those statements of policy and interpretations of policy 
statute and the constitution which have been adopted by the authority;

(c) Administrative staff manuals and instructions to staff that 
affect a member of the public;

(d) Planning policies and goals, and interim and final planning 
decisions;

(e) Factual staff reports and studies, factual consultants' re-
ports and studies, scientific reports and studies, and reports or sur-
veys, whether conducted by public employees or others; and

(f) Correspondence, and materials referred to therein, by and 
with the commission relating to any regulatory, supervisory or en-
forcement responsibilities of the authority whereby the authority de-
termines, or opines upon, or is asked to determine or opine upon the 
rights of the state, the public, a subdivision of state government or 
any private party.

(2) The current index promulgated by the authority shall be 
available to all persons under the same rules and on the same condi-
tions as are applied to public records available for inspection.
[Statutory Authority: RCW 28B.07.040. WSR 84-24-012 (Order 3), § 
253-12-101, filed 11/27/84.]
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