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Peninsula Metropolitan Park District 
 

_____________________________________________________________________ 
 

Public Records Act Policy 
 
 
Policy Number: 
 
 

Resolution 
Number: 

Date Approved: 
 

Supersedes the 
following Resolutions 
and Policies: 

P30-102 R2025-009 November 18, 
2025 RR2023-016 

December 5, 2023 
 
R2021-037 
December 7, 2021 
 

   R2017-006 
August 28, 2017 
 

   R2009-010  
June 15, 2009 
 

   R2007-002 
February 5, 2007 

Policy: Public Records Act Policy 
 (adopted by the Board of Park Commissioners) 
 
Purpose: The Washington Public Records Act, Chapter 42.56 RCW (the “Public 

Records Act”) requires the Peninsula Metropolitan Park District (PenMet 
Parks) to make identifiable, non-exempt public records available for 
inspection and copying upon request.   
The Public Records Act requires PenMet Parks to adopt and enforce 
reasonable rules and procedures, consistent with the intent of the Public 
Records Act and the Model Rules of WAC 44-14, to aid both those 
requesting records and those responding to such requests.  
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Section 1. Public Records Officer 
 
The Executive Director shall designate a Public Records Officer to 
act as the primary contact for individuals seeking access to public 
records. The Public Records Officer will oversee PenMet Parks' 
compliance with the Public Records Act, though other staff 
members may assist in processing requests. These responsibilities 
may be delegated to, or assumed by, other staff members, and 
such duties shall be considered properly exercised when carried 
out by the designated individual. 
 

Section 2. Requests for Records 
 
Any person wishing to request access to public records of PenMet 
Parks or seeking assistance in making such a request should 
contact the PenMet Parks’ Public Records Officer at one of the 
following: 
In person, during normal business hours or by written letter to:  

Public Records Officer  
Peninsula Metropolitan Park District 
2416 - 14th Ave NW 
Gig Harbor, WA 98335 

 
Online via the PenMet Parks Public Records Portal: 

https://penmetparkswa.nextrequest.com/   

Email:  admin@penmetparks.org   

Phone:  253-858-3400 

Requests must include, at a minimum, the requestor’s contact 
information (email, phone number or mailing address), date and time 
of the request and a description or information sufficient for staff to 
reasonably identify and locate the records as required by RCW 
42.56.080. PenMet Parks is not required to create new records, 
conduct research, or provide information in response to a general 
request for information.  
 

Section 3. Processing Requests 
 
PenMet Parks shall respond to requests promptly and in 
accordance with the Public Records Act. 

https://penmetparkswa.nextrequest.com/
mailto:admin@penmetparks.org
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PenMet Parks shall endeavor to provide all requestors, and their 
representatives, with equal assistance and attention, to the extent 
reasonably and feasibly possible. 

The Public Records Officer will process requests in the order 
allowing for the most requests to be processed in the most efficient 
manner.  

PenMet Parks may ask a requestor to prioritize the records 
requested so that staff may provide the most important records first. 
PenMet Parks is not required to ask for prioritization and the 
requestor is not required to provide it. 

In order to provide the fullest assistance to all requestors and to 
prevent such requests from causing excessive interference with 
other essential functions of PenMet Parks, if the same requestor (or 
that requestor’s representative) has submitted multiple unrelated 
requests determined to be large or complex requests, the Public 
Records Officer may process the requests one at a time and in the 
order received, in order to allow the Public Records Officer to also 
process other requestors’ later-received requests. 
 

Section 4. Availability of Records 
 
PenMet Parks will make all public records available for inspection 
and copying, upon request for identifiable public records by any 
person, except when those records are exempt from disclosure 
under the Public Records Act or another applicable statute that 
prohibits or restricts disclosure. 

If applicable, records may be provided on a partial or installment 
basis as the requested records are collected, assembled or made 
ready for inspection or disclosure. 
 

Section 5. Application of Exemptions 
 
Specific exemptions under the Public Records Act or another 
applicable statute that prohibit or restrict disclosure may apply to 
entire records or to specific portions of a record. When an 
exemption is applicable, PenMet Parks will redact the exempt 
information and release the remainder of the record whenever 
reasonably possible. PenMet Parks will provide a written 
explanation to the requestor citing the specific legal exemption 
relied upon for any redaction to a record or any withheld record. 
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Section 6. Index of Records 
 
PenMet Parks has determined that maintaining a central index of its 
records is unduly burdensome, costly and would interfere with 
District operations due to the number and complexity of records 
generated as a result of the wide and diverse range of District 
activities. 
 

Section 7. Fee Schedule 
 
PenMet Parks finds calculating the actual cost of copying and 
delivering records for each request would be unduly burdensome 
due to the varying factors such as staff time, administrative 
overhead, materials and equipment. Therefore, PenMet Parks will 
charge fees for copies of records pursuant to the default fees in the 
Public Records Act, including but not limited to:  

Uploading/attaching electronic files to digital storage 
media/device(s), a cloud-based data storage service, or other 
means of electronic delivery is charged at five cents ($.05) per each 
four files.  

Copying is charged at fifteen cents ($.15) per page, for paper 
copies, and ten cents ($.10) per page, for scanned copies. 

Envelopes and/or packaging and postage are charged at the actual 
costs of those supplies and such postage.  

PenMet Parks, at its discretion, may 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 request is 
made available on a partial or installment basis, PenMet Parks may 
charge for each part of the request as it is provided. 
 

Section 8. Review for Denial of Records 
 
If PenMet Parks denies a request, in whole or in part, the requestor 
may petition in writing (including e-mail) to the Public Records 
Officer for a review of that decision. The petition shall include a 
copy of, or reasonably identify, the written statement by the Public 
Records Officer or designee specifying the reason for denying the 
request.  

Section 9. Disclaimer of Liability 
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Neither PenMet Parks nor any officer, employee, official, records 
officer or custodian shall be liable, nor shall a cause of action exist, 
for any loss or damage based upon a release of a record if the 
person releasing the record acted in good faith in attempting to 
comply with this policy. 

This policy is not intended to expand or restrict the rights of 
disclosure or privacy as they exist under state and federal law. 
Despite the use of any mandatory terms such as "shall," nothing in 
this policy is intended to impose mandatory duties on PenMet 
Parks beyond those imposed by state and federal law. Failure to 
comply with any provision of this policy shall not result in any 
liability imposed upon PenMet Parks other than that required in the 
Public Records Act. 
 

Section 10. Adoption of Procedures   
 
The Executive Director is hereby authorized to create, approve and 
maintain procedures designed to carry out the intent of this policy. 
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