STANDING COMMITTEE MINUTES

City of Spokane
Finance & Administration Committee
12/18/2017 - FINAL

Attendance

Council Member Candace Mumm, Council Member Karen Stratton, Council Member Lori
Kinnear, Council Member Amber Waldref, Council Member Mike Fagan, Council Member
Breean Beggs, Tim Dunivant, Gavin Cooley, Debra Robole, Eric Finch, Chris Cavanaugh,
Anna Everano, Jacob Fraley, Brian McClatchey, Adam McDaniel, Skyler Oberst, Gary
Kaesemeyer, Carly Cortright, Mike Ormsby, Kandace Watkins, Toby Hatley, Joan
Hamilton, Nicole Goes, Sally Stopher, Scott Simmons, Marlene Feist, Terri Pfister, Kyle
Twohig

Approval of Minutes:

Meeting Minutes for November 2017 were approved.

Agenda ltems:

1. Admin Reserve Increase Request — Lincoln/Monroe Street

Kyle Twohig, Engineering Operations Manager, briefed the Committee regarding
this item. Engineering has updated the change orders to show when the approval
was given and the difference in the scope of work. Approval of the change is done
before work is done and then the Final Change Order is done when all dollars
have been accounted for. They are creating a new register that will create a log
that will track all changes and change orders. Please see attached briefing paper.

2. Public Records Act — City of Spokane Fee Schedule

Terri Pfister, City Clerk, briefed the Committee regarding this item. Please see
attached briefing paper and Administrative Policy. Discussion ensued.

3. City of Spokane Transition Plan — Chris Cavanaugh

Chris Cavanaugh, Human Resources Director, briefed the Committee regarding
this item. The transition plan has been on the City’s website for a year and there
has been no comment. This will be brought forward to Council after the first of the
year. Please see attached briefing paper and Transition Plan.

4. SBO for Street Maintenance Contingency — Tim Dunivant

Tim Dunivant, Director of Finance & Administration, briefed the Committee
regarding this item. This will be brought before Council tonight and rules will be
waived so that it can be voted on. A total of $600,000 was requested. Please see
attached Special Budget Ordinance.



5. General Fund Reserve Discussion — Tim Dunivant

Tim Dunivant, Director of Finance & Administration, briefed the Committee
regarding this item. There will be a draft in front of city Council in January for year-
end closeout for 2017. The discussion centered around where to put the excess
funds from the end of the year. The Committee would like to see a graph vs
numbers and would also like to see future years funding mapped out. This will be
on the agenda for the February Finance & Administration Committee.

6. Financial Update — Gavin Cooley/Tim Dunivant
Gavin Cooley, Chief Financial Officer and the Tim Dunivant, Director of Finance
and Administration, briefed the Committee regarding this item. Please see the
attached presentation.

7. IT Update — Eric Finch

Eric Finch, CITO, briefed the Committee regarding this item.

Consent ltems:

Interlocal Agreement with ESRI ELA Funds Increase — IT Department
Volt Workforce Solutions contract for RFP 4340-17 — IT Department
HRA Non-Fed contract increase — Dan Buller, Engineering

These items will be brought before the City Council for approval. Please see attached
briefing papers.

Strategic Plan Session

Executive Session:

There was no Executive Session at this meeting.

Adjournment

The meeting was adjourned at 2:30 p.m.

Prepared by:

Laura Williams

Approved by:

Chair

For further information contact: Laura Williams, 625-6585



1.0

CITY OF SPOKANE ADMIN 0260-17-03
ADMINISTRATIVE POLICY AND PROCEDURE LGL 2009-0018

TITLE:

PUBLIC RECORD REQUESTS

EFFECTIVE DATE: JULY 1, 2004
REVISION EFFECTIVE DATE: , 2017

GENERAL

1.1  Authority and Purpose.

111

1.1.2

1.13

RCW 42.56.070(1) of the Public Records Act (“Act”) requires each
state or local agency to make available for inspection and copying
nonexempt "public records” in accordance with published rules.

The purpose of this policy is to establish the procedures the City of
Spokane will follow in order to respond to requests made for records
under the Act. This policy provides information to persons wishing to
request access to public records of the City of Spokane and
establishes processes for both requestors and City staff.

The Act’s purpose is to provide the public full access to non-exempt
records concerning government conduct to the extent such records
are not made exempt by the Act, in a manner that does not unduly
impair the public’'s entitlement to receive effective and efficient
performance of the City’s governmental duties and functions, and that
respects legally-protected privacy rights. The Act and these
considerations will be interpreted in favor of disclosure. In carrying
out its responsibilities under the Act, the City will be guided by the
provisions of the Act describing its purposes and interpretation.
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2.0

3.0

4.0

5.0

DEPARTMENTS/DIVISIONS AFFECTED

This policy shall apply to all City divisions and departments except:

a. record requests handled by the Records Unit of the Police
Department;
b. record requests handled by the Spokane Municipal Court; and

C. record requests handled by the Spokane Public Library.

Copies of the Public Records Request policies and fee schedules for the Police
Records Unit, Municipal Court, and Public Library will be placed on file for review
with the Office of the City Clerk.

REFERENCES

RCW Ch. 42.56 Public Records Act
WAC Ch. 44-14 Public Records Act—Model Rules
Mayoral Executive Order EO 2008-05—Public Records Index

DEFINITIONS

4.1 A "public record" includes: (1) any writing; (2) that contains information
relating to the conduct of government or the performance of any
governmental or proprietary function; and (3) that was prepared, owned,
used, or retained by the City regardless of physical form or characteristics.

4.2 "Writing" means handwriting, typewriting, printing, photostating,
photographing, and every other means of recording any form of
communication or representation, including, but not limited to, letters, words,
pictures, sounds, or symbols, or combination thereof, and all 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, text messages, emails, voicemails, social media postings,
and other documents including existing data compilations from which
information may be obtained or translated.

POLICY
5.1  Agency Description - Contact Information - Public Records Officer
5.1.1 The City of Spokane is a municipal corporation. The City’s central
office is located at City Hall, 808 West Spokane Falls Boulevard,

Spokane, Washington 99201. The City has field offices at various
sites throughout the City.



5.1.2 Records Officers

a. Any person wishing to request access to public records of the
City, or seeking assistance in making such a request should
contact the Public Records Officer of the City:

Terri Pfister, City Clerk

City of Spokane

Fifth Floor, City Hall

808 West Spokane Falls Boulevard
Spokane, Washington 99201

(509) 625-6350

FAX: (509) 625-6217

Email: clerks@spokanecity.org

b. Requests for Police Records.
Requests to inspect or copy records maintained by the City’s
Police Department should be made to the Police Records
Officer at:

Evidence and Records Manager

City of Spokane Police Department

1100 West Mallon Avenue

Spokane, Washington 99260

(509) 625-4279

FAX: (509) 625-4059

Email: spdrecordsinforequest@spokanepolice.org

C. Requests for Library Records.
Requests to inspect or copy records maintained by the City’s
Library Department should be made to the City Clerk who is
the Library’s designated Records Officer at:

City Clerk (Library’s designated Records Officer)
Fifth Floor, City Hall

808 W. Spokane Falls Blvd.

Spokane, Washington 99201

(509) 625-6350

Email: clerks@spokanecity.org

d. Requests for Municipal Court Records.
Requests to inspect or copy records maintained by the City’s
Municipal Court should be made to the Court’s Records Officer
at:



5.2

5.1.3

Records Officer

City of Spokane Municipal Court
1100 West Mallon Avenue
Spokane, Washington 99260
(509) 625-4400

FAX: (509) 625-4442

Email: mcadmin@spokanecity.org

e. Information is also available at the City's web site
at www.spokanecity.org.

The Public Records Officer will oversee compliance with the Act but
another City staff member may process the request. Therefore, when
this policy refers to the “Public Records Officer,” it also refers to a
designee of the Public Records Officer.

Availability of Public Records

5.2.1

5.2.2

5.2.3

Hours for inspection of records.

Public records are available for inspection and copying during normal
business hours of the City, Monday through Friday, 8:00 a.m. to 5:00
p.m., excluding municipal legal holidays. Records must be inspected
at the offices of the City. The City and the requestor can make
mutually agreeable arrangements for the times of inspection and

copying.

Records Index.
The City of Spokane does not maintain a records index pursuant to
Mayoral Executive Order EO 2008-0005.

Organization / Protection of Records.

a. The City will maintain its records in a reasonably organized
manner consistent with available resources. The City/Public
Records Officer may take any steps deemed necessary to
protect and preserve records from damage, alteration or
disorganization.

b. A requestor shall not alter, disorganize, damage, take, or
remove City records from City offices or custody without the
express written permission of the Public Records Officer.
Requestors upon advance notification to the Records Officer
may use personal scanners or cameras for the making of
copies of documents during record reviews. If a requestor
damages records during review, inspection, or copying, the City
reserves the right to recover, from all persons responsible, all


http://www.spokanecity.org/

costs of record recovery, including direct costs as well as all
consequential losses or damages, and/or to pursue prosecution
of all persons responsible.

5.24 A variety of records is available on the City's web site
at www.spokanecity.org. Requestors are encouraged to view the
records available on the web site prior to submitting a records
request.

5.2.5 Making a request for public records.

a.

A verbal request, as compared to one made in writing, poses
greater risks of miscommunication or misinterpretation and
therefore misunderstanding of the requestor’'s intention as to
which records s/he is seeking. Such misunderstandings impair
the City’s ability to properly and timely fulfill the request, and
moreover cause inefficiencies for City staff members that
impair their ability to effectively and efficiently perform the
City’'s governmental duties and functions for the benefit of
other members of the public.

Any person wishing to inspect or copy public records of the
City should therefore make the request in writing, on the City's
request form, or by letter, fax, or e-mail addressed to the
Public Records Officer.

A requestor must give the City reasonable notice that the
request is being made under the Public Records Act. The
request should include the following information:

. Name of requestor;
o Address of requestor;
. Other contact information, including telephone number

and any e-mail address;

o Identification of the records sought, with such specificity
as necessary to permit the Public Records Officer or
designee to reasonably locate the records; and

o The date of the request.

A question or request for information is not a request for a
record, nor is a request that the City compile data, create a


http://www.spokanecity.org/

6.0

PROCEDURE

record, or produce a record not in existence at the time the
request is received.

If the requestor wishes to have copies of the records made
instead of simply inspecting them, he or she should so indicate
and must pay or make agreed arrangements to pay the deposit
provided for in this Policy. (See 6.4.1 for deposit provisions.)

A form is available for use by requestors at the office of the
Public Records Officer and on-line at www.spokanecity.org.

The Public Records Officer may accept in-person or telephonic
verbal requests for public records that contain the above
information. If the Public Records Officer accepts such a
request, he or she may confirm receipt of the information and
the substance of the request in writing. If the Public Records
Officer does so, the written confirmation will be deemed the
correct statement of the scope of the request unless the
requestor responds with a different statement of the scope.

The Public Records Officer does not monitor social media sites
or voicemail for public record requests. Public record requests
will not be accepted via social media or voicemail.

A “bot request” means a request that the City reasonably
believes was automatically generated by a computer program
or script. The Public Records Officer does not accept an
automated or bot request that is one of multiple requests from
the requestor to the City within a twenty-four hour period, if the
request would cause excessive interference with other
essential functions of the City.

6.1  Processing of Public Records Requests — General

6.1.1 Providing "fullest assistance."

The City will provide the fullest assistance possible to requestors,
consistent with recognition that the City has limited resources to
respond to requests. The Public Records Officer will process requests
in a manner and order allowing for the highest efficiency of the City’s
discharge of not only its Public Records Act obligations, but all of its
obligations to the public, and will do so with the corollary aim of using
the most reasonable cost-efficient methods available to the City as
part of its normal operations and allowing the most requests to be
processed in the most efficient manner.
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6.1.2 Acknowledging receipt of request.
Within five (5) business days of receipt of the request, the Public
Records Officer will do one or more of the following:

a.

Make the records available for inspection or copying in whole
or in part;

If copies are requested and full payment due from the
requestor of the amount due under this policy is received by
the City, or other terms of payment are agreed upon, provide
the copies to the requestor;

Provide a reasonable estimate of when the records will be
made available or, if it is anticipated that the request will be
fulfilled in a series of installment productions, a reasonable
estimate of when the first set of records will be made available.
The Public Records Officer may subsequently revise the
estimate of when all or a partial set of records will be made
available;

If the request is unclear or does not sufficiently identify the
records sought, request clarification from the requestor. Such
clarification may be requested and provided by telephone. If
the clarification is made by telephone, the Public Records
Officer may confirm the scope of the clarification in writing. If
the Public Records Officer provides written clarification, that
confirmation will be deemed the correct statement of the scope
of the request unless the requestor responds with a different
statement of the scope.

Deny the request, in whole or part, specifying the reasons for
the denial.

The City may fulfill all or part of a request by providing an
internet address and link on the City’'s web site to the specific
records requested, except that if the requestor notifies the City
that s/he cannot access the internet, the City will provide copies
of the record or allow the requestor to view copies using a City
computer.

6.1.3 Consequences of failure to respond.
If the City does not respond in writing within five (5) business days of
receipt of the request for disclosure, the requestor should contact the
Public Records Officer to determine the reason for the failure to
respond.



6.1.4

6.1.5

If the requestor does not provide clarification in response to a request
by the Public Records Officer for clarification, within thirty (30) days of
the clarification request having been made, the City will consider the
request abandoned as to those portions for which clarification was
requested but not received, and advise the requestor in writing that
the request has been closed as to those portions. Should the
requestor, after such closure, provide clarification, his or her clarified
request shall be considered a new request and shall be processed as
such, and other public records requests can be processed ahead of
such a clarified request.

Protecting rights of others.

In the event that the requested records contain information that may
affect rights of others and may be exempt from disclosure, the Public
Records Officer may, prior to providing the records, give notice to
such others whose rights may be affected by the disclosure. Such
notice should be given so as to make it possible for those other
persons to contact the requestor and ask him or her to revise the
request, or, if necessary, seek an order from a court to prevent or limit
the disclosure. The notice to the affected persons will include an
accurate statement of the scope and terms of the request or a copy of
the request. Typically, the Public Records Officer will give the person
whose rights may be affected by disclosure ten (10) business days to
obtain a Court order preventing the City from disclosing the record,
but the Public Records Officer may determine that circumstances
warrant a different notice/opportunity period. If no such Court order is
received, the City will release the records to the requestor subject to
applicable exemptions warranting withholdings(s) and/or redaction(s)
by the City.

Records exempt from disclosure.

Some records responsive to a request are exempt from disclosure, in
whole or part. If the City believes that a record is exempt from
disclosure and should be withheld in the record’s entirety, the Public
Records Officer will identify in writing the existence and nature of the
record, state the specific exemption supporting the withholding, and a
brief explanation of how the exemption applies. If only a portion of a
record is exempt from disclosure, but the remainder is not exempt,
the Public Records Officer will, to the extent required by law, redact
the exempt portions but provide the non-exempt portions, and state in
writing the specific exemption supporting the redaction and a brief
explanation of how the exemption applies.

Notwithstanding, the City’s citation to a particular statutory exemption
to support a withholding or a redaction shall not be considered



exclusive as to other statutory exemptions that may equally or
alternatively be operative to support the withholding or redaction, as
other statutory exemptions, not cited by the City at the time of the
withholding/production of the redacted record(s), may later be cited by
the City to support any withholding/redaction.

Any reasonably-understandable format may be used by the Public
Records Officer to provide the requestor the written statutory
exemption citation(s) and brief explanation(s) required for each
withholding and/or redaction. According to the Public Records
Officer's convenience and discretion, this information may be
provided in the form of any or a combination of the following (which
are provided as examples and without limitation): a
“withholding/redaction index,” and/or a written narrative, and/or (in the
case of redactions) use of a keyed system of color-coded redaction
boxes and/or redaction boxes with informational/explanatory content
incorporated onto the boxes.

The assessment of the applicability of statutory exemptions, the
performance of redactions, and the preparation of written withholding
and/or redaction citations and explanations often takes substantial
time and commitment of public monies and resources, and extends
the time for production of records in response to requests. The Public
Records Officer may explain to the requestor that performance of
these steps will delay fulfilment of his or her request and invite the
requestor to focus or narrow the request to save time and help serve
the requestor’s needs.

6.1.6 Inspection of records.

a. Consistent with other demands and resources, the City shall
provide space to inspect public records. Upon reviewing the
records, the requestor shall comply with policy section 5.2.3(b)
regarding the “Protection of Records”. If the requestor wishes
copies, the requestor shall indicate which documents he or she
wishes the City to copy, and, if asked, shall state whether s/he
wishes the copies in paper or electronic format. If the
requestor wishes copies but does not specify whether s/he
wishes them in paper or electronic format, the Public Records
Officer will provide the records in a format(s) that effectuates
the most reasonable cost-efficient methods available to the
City as part of its normal operations. The City and the
requestor can make mutually agreeable arrangements for the
times of inspection.



6.1.7

6.1.8

6.1.9

b. The requestor must claim or review all of the records, or a
partial installment set of all of the records, within thirty (30)
days of the City’s notification to him or her that records are
available. Claiming or reviewing records includes payment of
all charges due from the requestor when and as due under
other applicable provisions of this Policy. When all or a partial
set of all of the records are available for inspection or copying,
the City will notify the requestor in writing that he or she should
contact the City to make arrangements to claim or review the
records. If the requestor fails within the thirty (30) day period
to claim or review the records or make other arrangements, the
City may close the request and refile the assembled records.
Other public records requests can be processed ahead of a
subsequent request by the same person for the same or
almost identical records, which can be processed as a new
request.

Providing copies of records.
After inspection is complete, the Public Records Officer shall make
the requested copies or arrange for copying.

Closing withdrawn or abandoned request.

When the requestor either withdraws the request or fails to fulfill his or
her obligations to inspect the records or pay the deposit or final
payment for the requested copies, the Public Records Officer will
close the request and indicate to the requestor that the City has
closed the request.

Later-discovered documents.

If, after the City has informed the requestor that it has provided all
responsive records, the City becomes aware of additional responsive
records that existed at the time the request was received, the City will
promptly inform the requestor of the additional documents and
provide them on an expedited basis.

6.1.10 Managing public records requests.

The Public Records Officer is primarily responsible for managing the
records requests based on the following criteria:

a. The number of records responsive to a given request;
b. The number and size of other records requests in the queue;

c. The amount of processing required for the subject request or
requests and other requests in the queue;
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d. The status of a particular request that is waiting for third-party
review or requestor action;

e. The current volume of other City work, as it affects the amount of
staff time that can be devoted to the subject request or requests;
and

f. The Public Records Act’s requirement that “Agencies shall not
distinguish among persons requesting records.”

6.2  Processing of public record requests — electronic records.

6.2.1

6.2.2

6.2.3

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

Providing electronic records.

When a requestor requests records in an electronic format, the Public
Records Officer will provide the nonexempt records or nonexempt
portions of such records that are reasonably locatable in an electronic
format that is used by the City and is generally commercially
available, or in a format that is reasonably translatable from the
format in which the City keeps the records, as long as it is reasonable
and technologically feasible for the City to do so. The City is not
required to produce records in electronic format when redactions are
required and the City must print the records to make the redactions.

Customized access to data bases.

With the consent of the requestor, the City may provide customized
access under RCW 43.105.355 if the record is not reasonably
locatable or not reasonably translatable into the format requested.
The City will first consult with the requestor before undertaking steps
needed for specialized access. The City may charge a fee consistent
with RCW 42.56.120(3)(b) for such customized access only if the City
has first notified the requestor of the customized service charge,
including an explanation of why the charge applies, a description of
the specific expertise, and a reasonable estimate of the charge. The
requestor will also be notified that s/he may amend his/her request in
order to avoid or reduce the customized access charge.

6.3 Exemptions

6.3.1

The Public Records Act provides that a number of types of
documents are exempt from public inspection and copying. In

11



6.4

6.3.2

addition, documents are exempt from disclosure if any "other statute"
exempts or prohibits disclosure. Requestors should be aware of the
exemptions, outside the Public Records Act, that restrict the
availability of some documents held by the City of Spokane for
inspection and copying. The list is a partial list only, and there may
be other statutes that restrict or limit the disclosure to the public.
These exemptions are located in Attachment B.

The City is prohibited by statute from disclosing lists of individuals for
commercial purposes. If a requestor asks for a list of individuals or a
requestor seeks records which include a list of individuals, the Public
Records Officer is to determine if there is any indication that the
requested list may be used for commercial purposes. If the Officer
determines that there is such an indication, the requestor will be
asked to complete a “Commercial Purpose Declaration” (Attachment
D). If the requestor asserts some “commercial” purpose to the
request, the City is forbidden by state law from providing the
requested records.

Costs of Providing Copies of Public Records

6.4.1

6.4.2

6.4.3

No fee shall be charged for the inspection of public records.

No fee shall be charged for locating public documents and making
them available for copying.

Under RCW 42.56.120, an agency need not calculate the actual costs
it charges for providing public records if the agency has rules or
regulations declaring the reasons for doing so would be unduly
burdensome. To the extent an agency has not determined the actual
cost of copying public records, an agency may use the statutory
default copy fee schedule set forth in RCW 42.56.120. Based on the
following findings, the City will charge fees for copies of records
pursuant to the default fees in RCW 42.56.120(2)(b) and (c) and as
described in Attachment C and Sections 6.4.4 through 6.4.7 below:

a. Calculating the actual cost of providing public records would be
unduly burdensome because funds were not allocated for
performing a study to determine actual copying costs.

b. The City lacks the necessary funds and staff resources to conduct
a comprehensive study to determine its actual copying costs.

c. To conduct such a cost study would interfere with the City’s other
essential agency functions.
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6.4.4 The City of Spokane waives fees for production of records if

6.4.5

6.4.6

production totals less than one dollar ($1). It would be unduly
burdensome for the City to prepare a statement, collect money, and
comply with all the state laws surrounding the collection and receipt of
money for these small record productions. It would cost the City more
to collect and receipt the money than would be collected for these
small record productions. (See RCW 42.56.120(2)(b))

Costs for photo/printed/electronically scanned copies.

The City charges fifteen cents ($0.15) per page for photocopies to be
produced to a requestor or for electronic records printed to paper.

If paper records must be scanned to electronic format to fulfill a
request because the requestor asked for electronic copies of records
that exist only in paper format, the City charges ten cents ($.10) per
scanned page.

Before beginning to make photo, printed, and/or scanned copies, the
Public Records Officer may require a deposit of up to ten percent
(10%) of the estimated costs of doing so for all the records selected
by the requestor. The Public Records Officer may also require the
payment of the remainder of all costs chargeable under this Policy for
fulfilling the requestor’s request, before providing all the records, or
the Public Records Officer may require payment of the chargeable
costs under this Policy for providing a partial installment of records,
before providing that installment to the requestor. The City will not
assess sales tax on any cost otherwise chargeable to the requestor
under this Policy.

Costs of mailing, emailing, and digital storage media.

The City may also charge actual costs of delivery of the records to the
requestor, including the cost/fees of postage or transmission charged
by the postal service or delivery provider; the cost of the shipping
container (e.g., envelope); the cost of any digital media storage
device on which records are saved for delivery (such as a hard disk,
DVD or CD, flash drive, etc.); and the cost of the device’s container.

The City may also charge five cents, each, per four electronic files or
attachments, uploaded to email, cloud-based data storage service, or
other means of electronic delivery.

The City may also charge ten cents per gigabyte for the transmission

of records in an electronic format or for the use of agency equipment
to send the records electronically.
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6.5

6.6

6.4.7

6.4.8

These costs may be added to any other costs required of the
requestor, to be paid by the requestor as a condition precedent to the
City making available to the requestor all, or any partial installment
production of, the requested records.

If materials need to be copied by an outside source, the requestor
pays the actual amount invoiced to the City by the vendor.

Payment.

Payment may be made by cash, check, or money order to the City of
Spokane. Checks returned to the City for non-sufficient funds are
treated as non-payment and referred to collection.

Review of Denials Of Public Records

6.5.1

6.5.2

6.5.3

Optional petition for internal administrative review of denial of access.
Any person who objects to the initial denial or partial denial of a
records request may petition in writing (including email) to the Public
Records Officer for a review of that decision within sixty (60) days of
the denial of access. The petition shall include a copy of or
reasonably identify the written statement by the Public Records
Officer denying the request.

Consideration of petition for review.

a. The Public Records Officer shall promptly provide the petition and
any other relevant information to the Hearing Examiner, with copy
to the City Attorney.

b. The City Attorney or designee may file a response to the petition
with the Hearing Examiner. Any response to the petition must be
filed with the Hearing Examiner within five (5) business days
following the City’s receipt of the appeal.

c. The Hearing Examiner will consider the petition and either affirm,
modify, or reverse the denial within ten (10) business days
following the City’s receipt of the petition, or within such greater
period of time as the City and the requestor mutually agree to.

Judicial review.

Any person may obtain court review of a denial of a public records
request pursuant to RCW 42.56.520 at the conclusion of two (2)
business days after the initial denial regardless of any internal
administrative review.

Disaster Recovery Tapes
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7.0

8.0

Approved by:

The City periodically creates backup tapes of the City’'s computer
files. These tapes are copies of data and other records. Creation of the
backup tape is a method of copying electronic records and is not intended to
create a new public record. The disaster recovery tapes exist so that
computer files can be restored in case of disaster to City records,
infrastructure, or computer systems, and have no retention value under the
state Local Government Common Records Retention Schedule (i.e., the
tapes may be retained until no longer needed then may be destroyed). The
data on the disaster recovery tapes are not in a readily searchable format
and, to prevent excessive interference with essential functions of the City,
the tapes will not generally be searched pursuant to a public records
request.

RESPONSIBILITIES

The City Clerk shall administer this policy.

APPENDICES

Attachment A - Public Records Request Form
Attachment B - List of Documents Exempt From Public Inspection and Copying

Outside the Public Records Act

Attachment C — 2017 Fee Schedule
Attachment D — Commercial Purpose Declaration

City Attorney Date
City Clerk Date
City Administrator Date
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Attachment A
PUBLIC RECORDS REQUEST

(RCW 42.56)
N DEPARTMENT:
))
NAME: DATE:
TELEPHONE: E-MAIL:
ADDRESS:
CITY: STATE: ZIP:

IDENTIFICATION/DESCRIPTION OF RECORDS(S) SOUGHT:
Be as specific as possible in describing the records you seek. Your description must be sufficient to make the records reasonably locatable by
City staff.

Date Range of Records You are Requesting: Starting date Ending date (Ending date cannot be a future date)

ELECTRONIC RECORDS:

o (Yes) o(No) Mark “Yes” if you would like the City’s search for responsive records to include records held in digital format (e.g.,
emails). If “Yes,” digitally-stored records may be searched electronically, using key words. If possible, state the key word(s) to be included
in these search(es) such that you would consider the electronic search(es) to comprise a reasonably adequate effort to locate all electronic
records you seek:

) around phrases):

Search term(s) (if more than one, insert commas to separate; place quotation marks (

] I wish to discuss options for copying or reviewing records once the records or an installment is made available.

] I wish to have copies/duplicates of the records that are located in response to the request. | agree to pay all associated fees.
(Prepayment may be required.)

] I wish to make an appointment to review the records indicated above before copies are made.

] Call me — I will pick up records.

I certify that any lists of individuals obtained through this request will not be used for commercial purposes [RCW 42.56.070(9)].

Signature:

SUBMIT COMPLETED FORM TO: City Clerk’s Office

5" Floor City Hall

808 W. Spokane Falls Blvd.
Spokane, WA 99201

(509) 625-6350
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Attachment B

List of Documents Exempt From Public Inspection and Copying

Citation

RCW 2.64.111
RCW 2.64.113
RCW 4.24.250
RCW 4.24.550

RCW 4.24.601, .611

RCW 4.92.210
RCW 5.60.060
RCW 5.60.070

RCW 7.07.050(5), .070

RCW 7.68.140

RCW 7.69A.030(4)

RCW 7.69A.050
RCW 7.75.050
RCW 7.77.140
RCW 9.02.100
RCW 9.41.129
RCW 9.51.050
RCW 9.51.060

RCW 9.73.090(1)(c)

RCW 9.73.230

RCW 9A.82.170
RCW 10.27.090
RCW 10.27.160
RCW 10.29.030
RCW 10.29.090
RCW 10.52.100
RCW 10.77.210
RCW 10.97.040
RCW 10.97.050
RCW 10.97.060

RCW 10.97.070
RCW 10.97.080
RCW 10.101.020

RCW 13.32A.090

RCW 13.34.115
RCW 13.40.217
RCW 13.50.010
RCW 13.50.050
RCW 13.50.100

Outside the Public Records Act
Washington State Statutes

Records

Documents regarding discipline/retirement of judges
Confidentiality — violations

Hospital Review Records on professional staff

Information on sex offenders to public

Trade secrets and confidential research

Information in centralized risk management system
Privileged communications, including attorney-client privilege
Court-ordered mediation records

Mediation communications

Records re: victims of crimes

Child victims and witnesses — protection of identity

Rights of child victims and witnesses — addresses
Records of Dispute Resolution Centers

Collaborative law process information

Reproductive privacy

Concealed pistol license applications

Disclosing transaction of grand jury

Disclosure of grand jury deposition

Prohibition regarding specified emergency response personnel
recordings

Names of confidential informants

Financial institution records — wrongful disclosure

Grand jury testimony/evidence

Grand jury reports — release to public only by judicial order
Organized crime special inquiry judge

Records of special inquiry judge proceedings

Records identifying child victim of sexual assault

Records of persons committed for criminal insanity
Criminal history information released must include disposition
Conviction and criminal history information

Deletion of certain criminal history record information,
conditions

Disclosure of identity of suspect to victim

Inspection of criminal record by subject

Indigent defense information

Crisis residential centers notice to parent about child
Court dependency proceedings

Juveniles adjudicated of sex offenses — release of information
Maintenance of and access to juvenile records

Juvenile offenders

Juvenile/children records not relating to offenses
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RCW 13.60.020
RCW 13.70.090
RCW 18.04.405
RCW 18.19.060
RCW 18.20.120
RCW 18.19.180
RCW 19.215.020

RCW 19.34.240(3)

RCW 19.215.030
RCW 26.04.175

RCW 26.12.170
RCW 26.23.050
RCW 26.23.120
RCW 26.26.041
RCW 26.26.450
RCW 26.33.330
RCW 26.33.340
RCW 26.33.343
RCW 26.33.345
RCW 26.33.380
RCW 26.44.010

RCW 26.44.020(19)

RCW 26.44.030
RCW 26.44.125
RCW 27.53.070

RCW 29A.08.720
RCW 29A.08.710

RCW 35.102.145

RCW 39.10.470(3)
Chapter 40.14 RCW

RCW 40.24.070

RCW 42.23.070(4)

RCW 42.41.030(7)

RCW 42.41.045
RCW 42.56.230
RCW 42.56.240
RCW 42.56.250
RCW 42.56.260
RCW 42.56.270
RCW 42.56.280

RCW 42.56.290
RCW 42.56.300
RCW 42.56.310

Missing children information

Citizen juvenile review board — confidentiality
Confidentiality of information gained by CPA

Notification to clients by counselors

Boarding home licensing records

Confidential communications with counselors

Destruction of personal health and financial information
Private digital signature keys

Compliance with federal rules

Name and address of domestic violence victim in marriage
records

Reports of child abuse/neglect with courts

Child support orders

Child support records

Uniform Parentage Act — protection of participants
Confidentiality of genetic testing

Sealed court adoption records

Agency adoption records

Access to adoption records by confidential intermediary
Release of name of court for adoption or relinquishment
Adoption — identity of birth parents confidential

Privacy of reports on child abuse and neglect

Unfounded allegations of child abuse or neglect

Reports of child abuse/neglect

Right to review and amend abuse finding — confidentiality
Records identifying the location of archaeological sites
Voter registration records — place of registration confidential
Voter registration records — certain information exempt
Municipal business and occupation tax — Confidentiality,
privilege, and disclosure RCW 39.10.470(2)  Alternative
public works contractor information

Design-build finalist proposals prior to selection
Preservation and destruction of public records

Names of persons in domestic violence or sexual assault
programs

Municipal officer disclosure of confidential information
prohibited

Identity of local government whistleblower
Non-disclosure of protected information (whistleblower)
Personal Information

Investigative, law enforcement, and crime victims
Employment and licensing

Real estate appraisals

Financial, commercial and proprietary information
Preliminary drafts, notes, recommendations, inter-agency
memorandum

Agency part of controversy

Archaeological sites

Library records
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RCW 42.56.320
RCW 42.56.330
RCW 42.56.335

RCW 42.56.340
RCW 42.56.350
RCW 42.56.360
RCW 42.56.370
RCW 42.56.380
RCW 42.56.390
RCW 42.56.400
RCW 42.56.403

RCW 42.56.410
RCW 42.56.420
RCW 42.56.430
RCW 42.56.440
RCW 42.56.450
RCW 42.56.460
RCW 42.56.470
RCW 42.56.480
RCW 46.52.080
RCW 46.52.083
RCW 46.52.120

RCW 46.52.130(2)
RCW 46.63.170(g)

RCW 48.62.101

RCW 49.76.040
RCW 49.76.090

RCW 49.86.020(4)

RCW 50.13.060

RCW 50.13.100
RCW 51.28.070
RCW 51.36.060
RCW 60.70.040
RCW 68.50.105
RCW 68.50.320

Chapter 70.02 RCW

RCW 70.05.170
RCW 70.24.022

RCW 70.24.024

RCW 70.24.105

Education materials

Public utilities and transportation

Public utility districts and municipally owned electrical utilities -
Restrictions of access by law enforcement

Timeshare, condominium, etc. owner lists

Health professionals

Health care

Domestic violence program, rape crisis center clients
Agriculture and livestock

Emergency or transitional housing

Insurance and financial institutions

Property and casualty insurance statements of actuarial
opinion

Employment security department records, certain purposes
Security

Fish and wildlife

Veteran’s discharge papers — Exceptions

Check cashers and sellers licensing applications

Fireworks

Correctional industries workers

Inactive programs

Traffic accident reports — confidentiality

Traffic accident reports — available to interested parties
Traffic crimes and infractions — confidential use by police and
courts

Abstract of driving record

Automated traffic safety cameras - Definition

Local government insurance transactions — access to
information

Employee’s information regarding domestic violence
Domestic violence leave information

Individual information re family leave program

Access to employment security records by local government
agencies

Disclosure of non-identifiable information or with consent
Worker’'s compensation records

Physician information on injured workers

No duty to disclose record of common law lien

Autopsy reports

Dental identification records — available to law enforcement
agencies

Medical records — access and disclosure — entire chapter (HC
providers)

Child mortality reviews by local health departments

Public health agency information regarding sexually
transmitted disease investigations - confidential
Transcripts and records of hearings regarding sexually
transmitted diseases

HIV/STD records
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RCW 70.28.020
RCW 70.41.200

RCW 70.48.100
RCW 70.58.055
RCW 70.58.104
RCW 70.94.205

RCW 70.96A.150

RCW 70.123.075
RCW 70.125.065
RCW 71.05.390
RCW 71.05.395
RCW 71.05.400
RCW 71.05.425

RCW 71.05.427
RCW 71.05.430
RCW 71.05.440
RCW 71.05.445

RCW 71.05.620
RCW 71.05.630
RCW 71.05.640
RCW 71.05.650

RCW 71.24.035(5)(9)

RCW 71.34.200
RCW 71.34.210
RCW 71.34.225

RCW 71A.14.070

RCW 72.09.345

RCW 72.09.585(3)

RCW 73.04.030

RCW 74.04.060
RCW 74.04.520
RCW 74.09.900
RCW 74.13.121
RCW 74.13.280
RCW 74.20.280

RCW 74.34.095

RCW 82.32.330
RCW 84.36.389

RCW 84.40.020

Local health department TB records — confidential

Hospital quality improvement committee records and
accreditation reports

Jail records and booking photos

Birth certificates — certain information confidential

Vital records, research confidentiality safeguards
Washington Clean Air Act — confidentiality of data

Alcohol and drug abuse treatment programs

Client records of domestic violence programs

Records of rape crisis centers in discovery

Information about mental health consumers

Ch. 70.02 RCW applies to mental health records
Information to next of kin or representative

Notice of release or transfer of committed person after offense
dismissal

Information that can be released

Statistical data

Penalties for unauthorized release of information

Release of mental health information to Department of
Corrections

Authorization requirements and access to court records
Release of mental health treatment records

Access to treatment records

Accounting of disclosures

Mental health information system — state, county and regional
support networks — confidentiality of client records

Mental health treatment of minors — records confidential
Court records for minors related to mental health treatment
Release of mental health services information

Records regarding developmental disability — confidentiality
Notice to public about sex offenders

Disclosure of inmate records to local agencies — confidentiality
Veterans discharge papers exemption (see related RCW
42.56.440)

Applicants and recipients of public assistance

Food stamp program confidentiality

Medical assistance

Financial information of adoptive parents

Children in out-of-home placements - confidentiality

Child support enforcement — local agency cooperation,
information

Abuse of vulnerable adults - confidentiality of investigations
and reports

Disclosure of tax information

Confidential income data in property tax records held by
assessor

Confidential income data supplied to assessor regarding real

property
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Selected Federal Confidentiality Statutes and Rules

18 USC § 2721-2725
20 USC § 1232g

23 USC § 409

42 USC 290dd-2

42 USC 405(c)(2)(vii)(l)
42 USC 654(26)

42 USC 671(a)(8)

42 USC 1396a(7)

7 CFR 272.1(c)

34 CFR 361.38

Driver and License Plate Information

Family Education Rights and Privacy Act

Evidence of certain accident reports

Confidentiality of Substance Abuse Records

Limits on Use and Disclosure of Social Security Numbers.
State Plans for Child Support

State Plans for Foster Care and Adoption Assistance
State Plans for Medical Assistance

Food Stamp Applicants and Recipients

State Vocational Rehabilitation Services Programs

42 CFR Part 2 (2.1 - 2.67) Confidentiality of Alcohol and Drug Abuse Patient Records

42 CFR 431.300 - 307
42 CFR 483.420
42 CFR 5106a(b)(2)(A)

45 CFR 160-164
46 CFR 40.321

Safeguarding Information on Applicants and Recipients of
Medical Assistance

Client Protections for Intermediate Care Facilities for the
Mentally Retarded

Grants to States for Child Abuse and Neglect Prevention and
Treatment Programs

HIPAA Privacy Rule

USCG regulations regarding confidentiality of drug and alcohol
test results done by marine employers
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CITY OF SPOKANE
PUBLIC RECORD ACT
*FEE SCHEDULE

Inspection:

No fee Inspection of agency records on agency
public internet web site or scheduled at
agency office.

No fee Accessing or downloading records the
agency routinely posts on its public
internet web site, unless the requestor
asks the agency for records to be provided
through other means (the following copy
charges below then apply).

Copies:

Paper copies (photocopies or printing | 15 cents/page

electronic records), B&W or color: 8x11;
8x14; 11x17

Scanned records (converting a record from
a paper copy to an electronic format)

10 cents per page

Records uploaded to email, or cloud-
based data storage service, or other
means of electronic delivery

5 cents each per four electronic files or
attachments

Records transmitted in electronic format or
for use of agency equipment to send
records electronically.

10 cents per gigabyte for transmission of
records in an electronic format

Digital storage media or device on which | Actual cost
records are saved for delivery:

e CD

e DVD

e Thumb drive

e Other
Label, case, and/or sleeve for CD/DVD Actual cost
Postage or delivery charges — Specific | Actual cost

amount based upon postage/delivery
charges for specific mailings or deliveries.

1Copy charges above may be combined to the extent more than one type of charge
applies to copies responsive to a particular request.

Records copied by outside source:

If materials need to be copied by an
outside source, the requestor pays the
actual amount invoiced to the City by the
Vendor

Actual cost
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CITY OF SPOKANE
PUBLIC RECORD ACT
*FEE SCHEDULE

Customized Service: Data compilations prepared or accessed
as a customized service (cost is in addition
to above fees for copies).

*Police Department and Spokane Public Library are not covered under this cost
schedule.

Examples: Installment contains 400 scanned pages x 10 cents per page $40.00
72 electronic files / 4 = 18 x 5 cents S 0.09
80 MB $ 0.00
DVD $ 0.25
Sleeve S 0.07
Envelope S 0.72
Postage S 3.00
Total: 44.13
Email installment 200 emails
(emails that are 116,329 KB S 0.00
Copied by I&TS) CcD S 0.27
Sleeve S 0.07
Envelope S 0.72
Postage S 3.00
Total: 4.06

If responsive emails are uploaded to a response provided by City Clerk staff, then the 5 cents each per
four electronic files or attachments, plus 10 cents per gigabyte for transmission of records in an
electronic format, will apply if the cost of production exceeds S1.

The City of Spokane waives fees for production of records if production totals less than S1. Production of

records does not include actual cost of digital storage media device, envelope, and postage. The City of
Spokane charges actual costs of digital storage media or device, envelope, and postage (if applicable).
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ATTACHMENT D

CITY OF SPOKANE
COMMERCIAL PURPOSE DECLARATION
Public Records Requests under RCW Ch. 42.56 for Lists of Individuals

Re: Public Records Request dated:

You or your organization or business has made a public records request for a list of individuals
from the City of Spokane. The Washington State Public Records Act (PRA) at RCW
42.56.070(8) provides that:

This chapter shall not be construed as giving authority to any agency... to give, sell or
provide access to lists of individuals requested for commercial purposes, and agencies...
shall not do so unless specifically authorized or directed by law...

The PRA at RCW 42.56.080 authorizes agencies to require a requestor to provide information as
to the purpose of a request “to establish whether inspection and copying would violate RCW
42.56.070(8).”

The Washington State Court of Appeals ruled that in responding to a public records request that
includes a list of individuals, an agency must investigate if that list might be used for commercial
purposes, in order to comply with the obligations of RCW 42.56.070(8). SEIU Healthcare
775NW v. State, 193 Wn. App. 377, 377 P.3d 214 (2016). The Court also ruled that information
to be provided by a requestor to an agency includes the purpose of the request, the identity of the
requestor, the nature of the records requested, and other information necessary to determine if the
list of individuals can be provided under RCW 42.56.070(8).

Instructions:

In order to ensure compliance with this obligation please complete the declaration on the
reverse of this form and return it to the Public Records Officer. If we do not receive a
completed declaration, we will be unable to process your request for the list and the request for
the list will be administratively closed. If we have questions for you after you complete the
declaration, we will contact you. Therefore, make sure you also provide contact information at
the bottom of the declaration.

Return this completed declaration form to the Public Records Officer or other designated
person at: Office of the City Clerk, 808 W. Spokane Falls Blvd., Spokane, WA 99201 or
email to clerks@spokanecity.org.

This declaration is a public record.
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DECLARATION UNDER PENALTY OF PERJURY
1. I have requested a list of individuals from the City of Spokane.

2. 1 am requesting the list of individuals on behalf of (specify which one applies):

My Own Personal Behalf (skip to 3.)
Organization or Business (complete a. — c. before proceeding to 3.)

a. If an organization or business, the name of the organization or business is:

b. If an organization or business, the purpose of the organization or business is:

c. If an organization or business, the mailing address and website address are:
3. The purpose in making this request for the list of individuals is:

4. | or the organization/business intend to generate revenue or financial benefit, directly or indirectly,
from using the list of individuals: Yes No

5. | or the organization/business intend to solicit money or financial support from any of the individuals
on the list: Yes No

6. | or the organization/business intend to make individuals on the list aware of business commercial
entities, business/financial enterprises or business/financial opportunities: Yes No

7. 1 or the organization/business intend to supply or sell the list of individuals to any organization or
business, third party individual (someone other than myself or the organization or business listed in
paragraph 2), or any other entity: Yes No

If yes, to whom:

8. | or my organization/business attest that another law authorizes or directs the agency to provide me or
my organization/business the list of individuals requested: Yes No
If yes, provide specific citation:

I certify under penalty of perjury under the laws of the State of Washington that the foregoing is
true and correct. | certify under penalty of perjury that | have read the first page of this
declaration form and | understand that a list of individuals cannot be provided to me or to my
organization or business by a public agency if the list will be used for a commercial purpose. |
certify under penalty of perjury that any list of individuals | or my organization or business receive
pursuant to my request dated , 20__, to the City of Spokane will not be used for any
commercial purpose in violation of RCW 42.56.070(8).

DATED this of ,20__in

Signature of Declarant Print Name

Declarant’s Title (if any):
Declarant’s contact information (phone number, email, or both):
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1.0

CITY OF SPOKANE ADMIN 0260-17-03
ADMINISTRATIVE POLICY AND PROCEDURE LGL 2009-0018

TITLE:

PUBLIC RECORD REQUESTS

EFFECTIVE DATE: JULY 1, 2004
REVISION EFFECTIVE DATE: , 2017

GENERAL

1.1  Authority and Purpose.

111

11.2

113

RCW 42.56.070(1) of the Public Records Act (“Act”) requires each
state or local agency to make available for inspection and copying
nonexempt "public records" in accordance with published rules.

The purpose of this policy is to establish the procedures the City of
Spokane will follow in order to respond to requests made for records
under the Act. This policy provides information to persons wishing to
request access to public records of the City of Spokane and
establishes processes for both requestors and City staff.

The Act’s purpose is to provide the public full access to non-exempt
records concerning government conduct to the extent such records
are not made exempt by the Act, in a manner that does not unduly
impair the public’s entitlement to receive effective and efficient
performance of the City’s governmental duties and functions, and that
respects legally-protected privacy rights. The Act and these
considerations will be interpreted in favor of disclosure. In carrying
out its responsibilities under the Act, the City will be guided by the
provisions of the Act describing its purposes and interpretation.

1.2 TABLE OF CONTENTS
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2.0

3.0

4.0

5.0

DEPARTMENTS/DIVISIONS AFFECTED

This policy shall apply to all City divisions and departments except:

a. record requests handled by the Records Unit of the Police
Department;

b. record requests handled by the Spokane Municipal Court; and

C. record requests handled by the Spokane Public Library.

Copies of the Public Records Request policies and fee schedules for the Police
Records Unit, Municipal Court, and Public Library will be placed on file for review
with the Office of the City Clerk.

REFERENCES

RCW Ch. 42.56 Public Records Act
WAC Ch. 44-14 Public Records Act—Model Rules
Mayoral Executive Order EO 2008-05—Public Records Index

DEFINITIONS

4.1 A "public record" includes: (1) any writing; (2) that contains information
relating to the conduct of government or the performance of any
governmental or proprietary function; and (3) that was prepared, owned,
used, or retained by the City regardless of physical form or characteristics.

4.2  "Writing" means handwriting, typewriting, printing, photostating,
photographing, and every other means of recording any form of
communication or representation, including, but not limited to, letters, words,
pictures, sounds, or symbols, or combination thereof, and all 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, text messages, emails, voicemails, social media postings,
and other documents including existing data compilations from which
information may be obtained or translated.

POLICY
5.1  Agency Description - Contact Information - Public Records Officer
5.1.1 The City of Spokane is a municipal corporation. The City’s central
office is located at City Hall, 808 West Spokane Falls Boulevard,

Spokane, Washington 99201. The City has field offices at various
sites throughout the City.



5.1.2 Records Officers

a. Any person wishing to request access to public records of the
City, or seeking assistance in making such a request should
contact the Public Records Officer of the City:

Terri Pfister, City Clerk

City of Spokane

Fifth Floor, City Hall

808 West Spokane Falls Boulevard
Spokane, Washington 99201

(509) 625-6350

FAX: (509) 625-6217

Email: clerks@spokanecity.org

b. Requests for Police Records.
Requests to inspect or copy records maintained by the City’s
Police Department should be made to the Police Records
Officer at:

Evidence and Records Manager

City of Spokane Police Department

1100 West Mallon Avenue

Spokane, Washington 99260

(509) 625-4279

FAX: (509) 625-4059

Email: spdrecordsinforequest@spokanepolice.org

C. Requests for Library Records.
Requests to inspect or copy records maintained by the City’s
Library Department should be made to the City Clerk who is
the Library’s designated Records Officer at:

City Clerk (Library’s designated Records Officer)
Fifth Floor, City Hall

808 W. Spokane Falls Blvd.

Spokane, Washington 99201

(509) 625-6350

Email: clerks@spokanecity.org

d. Requests for Municipal Court Records.
Requests to inspect or copy records maintained by the City’s
Municipal Court should be made to the Court’'s Records Officer
at:



5.2

513

Records Officer

City of Spokane Municipal Court
1100 West Mallon Avenue
Spokane, Washington 99260
(509) 625-4400

FAX: (509) 625-4442

Email: mcadmin@spokanecity.org

e. Information is also available at the City's web site
at www.spokanecity.org.

The Public Records Officer will oversee compliance with the Act but
another City staff member may process the request. Therefore, when
this policy refers to the “Public Records Officer,” it also refers to a
designee of the Public Records Officer.

Availability of Public Records

521

5.2.2

523

Hours for inspection of records.

Public records are available for inspection and copying during normal
business hours of the City, Monday through Friday, 8:00 a.m. to 5:00
p.m., excluding municipal legal holidays. Records must be inspected
at the offices of the City. The City and the requestor can make
mutually agreeable arrangements for the times of inspection and

copying.

Records Index.
The City of Spokane does not maintain a records index pursuant to
Mayoral Executive Order EO 2008-0005.

Organization / Protection of Records.

a. The City will maintain its records in a reasonably organized
manner consistent with available resources. The City/Public
Records Officer may take any steps deemed necessary to
protect and preserve records from damage, alteration or
disorganization.

b. A requestor shall not alter, disorganize, damage, take, or
remove City records from City offices or custody without the
express written permission of the Public Records Officer.
Requestors upon advance notification to the Records Officer
may use personal scanners or cameras for the making of
copies of documents during record reviews. If a requestor
damages records during review, inspection, or copying, the City
reserves the right to recover, from all persons responsible, all


http://www.spokanecity.org/

costs of record recovery, including direct costs as well as all
consequential losses or damages, and/or to pursue prosecution
of all persons responsible.

5.2.4 A variety of records is available on the City's web site
at www.spokanecity.org. Requestors are encouraged to view the
records available on the web site prior to submitting a records
request.

5.2.5 Making a request for public records.

a.

A verbal request, as compared to one made in writing, poses
greater risks of miscommunication or misinterpretation and
therefore misunderstanding of the requestor’s intention as to
which records s/he is seeking. Such misunderstandings impair
the City’s ability to properly and timely fulfill the request, and
moreover cause inefficiencies for City staff members that
impair their ability to effectively and efficiently perform the
City’s governmental duties and functions for the benefit of
other members of the public.

Any person wishing to inspect or copy public records of the
City should therefore make the request in writing, on the City's
request form, or by letter, fax, or e-mail addressed to the
Public Records Officer.

A requestor must give the City reasonable notice that the
request is being made under the Public Records Act. The
request should include the following information:

. Name of requestor;
. Address of requestor;
. Other contact information, including telephone number

and any e-mail address;

. Identification of the records sought, with such specificity
as necessary to permit the Public Records Officer or
designee to reasonably locate the records; and

. The date of the request.

A question or request for information is not a request for a
record, nor is a request that the City compile data, create a
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6.0

record, or produce a record not in existence at the time the
request is received.

d. If the requestor wishes to have copies of the records made
instead of simply inspecting them, he or she should so indicate
and must pay or make agreed arrangements to pay the deposit
provided for in this Policy. (See 6.4.1 for deposit provisions.)

e. A form is available for use by requestors at the office of the
Public Records Officer and on-line at www.spokanecity.org.

f. The Public Records Officer may accept in-person or telephonic
verbal requests for public records that contain the above
information. If the Public Records Officer accepts such a
request, he or she may confirm receipt of the information and
the substance of the request in writing. If the Public Records
Officer does so, the written confirmation will be deemed the
correct statement of the scope of the request unless the
requestor responds with a different statement of the scope.

g. The Public Records Officer does not monitor social media sites
or voicemail for public record requests. Public record requests
will not be accepted via social media or voicemail.

h. A “bot request” means a request that the City reasonably
believes was automatically generated by a computer program
or script. The Public Records Officer does not accept an
automated or bot request that is one of multiple requests from
the requestor to the City within a twenty-four hour period, if the
request would cause excessive interference with other
essential functions of the City.

PROCEDURE
6.1  Processing of Public Records Requests — General

6.1.1 Providing "fullest assistance."

The City will provide the fullest assistance possible to requestors,
consistent with recognition that the City has limited resources to
respond to requests. The Public Records Officer will process requests
in a manner and order allowing for the highest efficiency of the City’s
discharge of not only its Public Records Act obligations, but all of its
obligations to the public, and will do so with the corollary aim of using
the most reasonable cost-efficient methods available to the City as
part of its normal operations and allowing the most requests to be
processed in the most efficient manner.


http://www.spokanecity.org/

6.1.2 Acknowledging receipt of request.
Within five (5) business days of receipt of the request, the Public
Records Officer will do one or more of the following:

a.

Make the records available for inspection or copying in whole
or in part;

If copies are requested and full payment due from the
requestor of the amount due under this policy is received by
the City, or other terms of payment are agreed upon, provide
the copies to the requestor;

Provide a reasonable estimate of when the records will be
made available or, if it is anticipated that the request will be
fulfilled in a series of installment productions, a reasonable
estimate of when the first set of records will be made available.
The Public Records Officer may subsequently revise the
estimate of when all or a partial set of records will be made
available;

If the request is unclear or does not sufficiently identify the
records sought, request clarification from the requestor. Such
clarification may be requested and provided by telephone. If
the clarification is made by telephone, the Public Records
Officer may confirm the scope of the clarification in writing. If
the Public Records Officer provides written clarification, that
confirmation will be deemed the correct statement of the scope
of the request unless the requestor responds with a different
statement of the scope.

Deny the request, in whole or part, specifying the reasons for
the denial.

The City may fulfill all or part of a request by providing an
internet address and link on the City’s web site to the specific
records requested, except that if the requestor notifies the City
that s/he cannot access the internet, the City will provide copies
of the record or allow the requestor to view copies using a City
computer.

6.1.3 Consequences of failure to respond.
If the City does not respond in writing within five (5) business days of
receipt of the request for disclosure, the requestor should contact the
Public Records Officer to determine the reason for the failure to
respond.



6.1.4

6.1.5

If the requestor does not provide clarification in response to a request
by the Public Records Officer for clarification, within thirty (30) days of
the clarification request having been made, the City will consider the
request abandoned as to those portions for which clarification was
requested but not received, and advise the requestor in writing that
the request has been closed as to those portions. Should the
requestor, after such closure, provide clarification, his or her clarified
request shall be considered a new request and shall be processed as
such, and other public records requests can be processed ahead of
such a clarified request.

Protecting rights of others.

In the event that the requested records contain information that may
affect rights of others and may be exempt from disclosure, the Public
Records Officer may, prior to providing the records, give notice to
such others whose rights may be affected by the disclosure. Such
notice should be given so as to make it possible for those other
persons to contact the requestor and ask him or her to revise the
request, or, if necessary, seek an order from a court to prevent or limit
the disclosure. The notice to the affected persons will include an
accurate statement of the scope and terms of the request or a copy of
the request. Typically, the Public Records Officer will give the person
whose rights may be affected by disclosure ten (10) business days to
obtain a Court order preventing the City from disclosing the record,
but the Public Records Officer may determine that circumstances
warrant a different notice/opportunity period. If no such Court order is
received, the City will release the records to the requestor subject to
applicable exemptions warranting withholdings(s) and/or redaction(s)
by the City.

Records exempt from disclosure.

Some records responsive to a request are exempt from disclosure, in
whole or part. If the City believes that a record is exempt from
disclosure and should be withheld in the record’s entirety, the Public
Records Officer will identify in writing the existence and nature of the
record, state the specific exemption supporting the withholding, and a
brief explanation of how the exemption applies. If only a portion of a
record is exempt from disclosure, but the remainder is not exempt,
the Public Records Officer will, to the extent required by law, redact
the exempt portions but provide the non-exempt portions, and state in
writing the specific exemption supporting the redaction and a brief
explanation of how the exemption applies.

Notwithstanding, the City’s citation to a particular statutory exemption
to support a withholding or a redaction shall not be considered



exclusive as to other statutory exemptions that may equally or
alternatively be operative to support the withholding or redaction, as
other statutory exemptions, not cited by the City at the time of the
withholding/production of the redacted record(s), may later be cited by
the City to support any withholding/redaction.

Any reasonably-understandable format may be used by the Public
Records Officer to provide the requestor the written statutory
exemption citation(s) and brief explanation(s) required for each
withholding and/or redaction. According to the Public Records
Officer's convenience and discretion, this information may be
provided in the form of any or a combination of the following (which
are provided as examples and without Ilimitation): a
“withholding/redaction index,” and/or a written narrative, and/or (in the
case of redactions) use of a keyed system of color-coded redaction
boxes and/or redaction boxes with informational/explanatory content
incorporated onto the boxes.

The assessment of the applicability of statutory exemptions, the
performance of redactions, and the preparation of written withholding
and/or redaction citations and explanations often takes substantial
time and commitment of public monies and resources, and extends
the time for production of records in response to requests. The Public
Records Officer may explain to the requestor that performance of
these steps will delay fulfillment of his or her request and invite the
requestor to focus or narrow the request to save time and help serve
the requestor’s needs.

6.1.6 Inspection of records.

a. Consistent with other demands and resources, the City shall
provide space to inspect public records. Upon reviewing the
records, the requestor shall comply with policy section 5.2.3(b)
regarding the “Protection of Records”. If the requestor wishes
copies, the requestor shall indicate which documents he or she
wishes the City to copy, and, if asked, shall state whether s/he
wishes the copies in paper or electronic format. If the
requestor wishes copies but does not specify whether s/he
wishes them in paper or electronic format, the Public Records
Officer will provide the records in a format(s) that effectuates
the most reasonable cost-efficient methods available to the
City as part of its normal operations. The City and the
requestor can make mutually agreeable arrangements for the
times of inspection.



6.1.7

6.1.8

6.1.9

b. The requestor must claim or review all of the records, or a
partial installment set of all of the records, within thirty (30)
days of the City’s notification to him or her that records are
available. Claiming or reviewing records includes payment of
all charges due from the requestor when and as due under
other applicable provisions of this Policy. When all or a partial
set of all of the records are available for inspection or copying,
the City will notify the requestor in writing that he or she should
contact the City to make arrangements to claim or review the
records. If the requestor fails within the thirty (30) day period
to claim or review the records or make other arrangements, the
City may close the request and refile the assembled records.
Other public records requests can be processed ahead of a
subsequent request by the same person for the same or
almost identical records, which can be processed as a new
request.

Providing copies of records.
After inspection is complete, the Public Records Officer shall make
the requested copies or arrange for copying.

Closing withdrawn or abandoned request.

When the requestor either withdraws the request or fails to fulfill his or
her obligations to inspect the records or pay the deposit or final
payment for the requested copies, the Public Records Officer will
close the request and indicate to the requestor that the City has
closed the request.

Later-discovered documents.

If, after the City has informed the requestor that it has provided all
responsive records, the City becomes aware of additional responsive
records that existed at the time the request was received, the City will
promptly inform the requestor of the additional documents and
provide them on an expedited basis.

6.1.10 Managing public records requests.

The Public Records Officer is primarily responsible for managing the
records requests based on the following criteria:

a. The number of records responsive to a given request;
b. The number and size of other records requests in the queue;

c. The amount of processing required for the subject request or
requests and other requests in the queue;
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d. The status of a particular request that is waiting for third-party
review or requestor action;

e. The current volume of other City work, as it affects the amount of
staff time that can be devoted to the subject request or requests;
and

f.  The Public Records Act’'s requirement that “Agencies shall not
distinguish among persons requesting records.”

6.2  Processing of public record requests — electronic records.

6.2.1

6.2.2

6.2.3

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

Providing electronic records.

When a requestor requests records in an electronic format, the Public
Records Officer will provide the nonexempt records or nonexempt
portions of such records that are reasonably locatable in an electronic
format that is used by the City and is generally commercially
available, or in a format that is reasonably translatable from the
format in which the City keeps the records, as long as it is reasonable
and technologically feasible for the City to do so. The City is not
required to produce records in electronic format when redactions are
required and the City must print the records to make the redactions.

In—such-cases;—the-City-may-charge-the requestor for-photocopied;

Customized access to data bases.

With the consent of the requestor, the City may provide customized
access under RCW 43.105.355 if the record is not reasonably
locatable or not reasonably translatable into the format requested.
The City will first consult with the requestor before undertaking steps
needed for specialized access. The City may charge a fee consistent
with RCW 42.56.120(3)(b) for such customized access only if the City
has first notified the requestor of the customized service charge,
including an explanation of why the charge applies, a description of
the specific expertise, and a reasonable estimate of the charge. The
requestor will also be notified that s/he may amend his/her request in
order to avoid or reduce the customized access charge.

11



6.3 Exemptions

6.3.1 The Public Records Act provides that a number of types of
documents are exempt from public inspection and copying. In
addition, documents are exempt from disclosure if any "other statute"
exempts or prohibits disclosure. Requestors should be aware of the
exemptions, outside the Public Records Act, that restrict the
availability of some documents held by the City of Spokane for
inspection and copying. The list is a partial list only, and there may
be other statutes that restrict or limit the disclosure to the public.
These exemptions are located in Attachment B.

6.3.2 The City is prohibited by statute from disclosing lists of individuals for
commercial purposes. If a requestor asks for a list of individuals or a
requestor seeks records which include a list of individuals, the Public
Records Officer is to determine if there is any indication that the
requested list may be used for commercial purposes. If the Officer
determines that there is such an indication, the requestor will be
asked to complete a “Commercial Purpose Declaration” (Attachment
D). If the requestor asserts some “commercial” purpose to the
request, the City is forbidden by state law from providing the
requested records.

6.4  Costs of Providing Copies of Public Records

6.4.1 No fee shall be charged for the inspection of public records.

6.4.2 No fee shall be charged for locating public documents and making
them available for copying.

6.4.3 In-mostinstances—the-City-willeharge- Under RCW 42.56.120, an

agency need not calculate the actual costs it charges for providing
public records if the agency has rules or regulations declaring the
reasons for doing so would be unduly burdensome. To the extent an
agency has not determined the actual cost of copying public records,
an agency may use the statutory default copy fee schedule set forth
in RCW 42.56.120. Based on the following findings, the City will
charge fees for copies of records pursuant to the default fees in RCW
42.56.120(2)(b) and (c) and as described in Attachment C and
Sections 6.4.4 through 6.4.7 below:

a. Calculating the actual cost of providing public records would be+—— Formatted: Numbered + Level: 1 +
Numbering Style: a, b, c, ... + Start at: 1 +
unduly burdensome because funds were not allocated for Alignment. Left + Aligned at. 1.5" + Indent at:
performing a study to determine actual copying costs. 1.75"

¢\{ Formatted: Indent: Left: 0", First line: 0"

12



b. The City lacks the necessary funds and staff resources to conduct«——| Formatted: Numbered + Level: 1 +

; H ; : Numbering Style: a, b, c, ... + Start at: 1 +
a comprehensive study to determine its actual copying costs. Alignment. Left + Aligned at: 15" + Indent at:

1.7%
c. To conduct such a cost study would interfere with the City’s other\{ Formatted: List Paragraph, Left, No bullets or
essential agency functions. \ numbering

Formatted: Numbered + Level: 1 +

6.4.4 The City of Spokane waives fees for production of records if Numbering Style: a, b, ¢, ... + Startat: 1+ =
. Alignment: Left + Aligned at: 1.5" + Indent at:
production totals less than one dollar ($1). the—actualcost—of 1.75"

#er—ten—er—iewer—pages—lt Would be unduly burdensome for the Clty to

prepare a statement, collect money, and comply with all the state
laws surrounding the collection and receipt of money for these small
record productions. It would cost the City more to collect and receipt
the money than would be collected for these small record
productions. (See RCW 42.56.120(2)(b))

6.4.52 Costs for photo/prmted/eIectromcally scanned copies.

The City charges fifteen cents ($0.15) per page for photocopies to be
produced to a requestormmhaemeﬁua&pheteeefm

or for electronlc records prlnted to paper,—f—the—request—rs—fer—eleven
Lo ermermphoicessios,

If paper records must be scanned to electronic format to fulfill a
request—either because the requestor asked for electronic copies of

records that exrst onIy in paper format—er—beeause—a—paper—reeerd

be#ere—el+selesure—te—me—reqeester the Clty charges ten cents ($. 10)
per scanned page,—if-the—requestisfor—eleven—{11)—-or-more—such
pages.

Before beginning to make photo, printed, and/or scanned copies, the
Public Records Officer may require a deposit of up to ten percent
(10%) of the estimated costs of doing so for all the records selected
by the requestor. The Public Records Officer may also require the

13



6.5

payment of the remainder of all costs chargeable under this Policy for
fulfilling the requestor’s request, before providing all the records, or
the Public Records Officer may require payment of the chargeable
costs under this Policy for providing a partial installment of records,
before providing that installment to the requestor. The City will not
assess sales tax on any cost otherwise chargeable to the requestor
under this Policy.

6.4.36 Costs of mailing, emailing, and digital storage media.
The City may also charge actual costs of delivery of the records to the
requestor, including the cost/fees of postage or transmission charged
by the postal service or delivery provider; the cost of the shipping
container (e.g., envelope); the cost of any digital media storage
device on which records are saved for delivery (such as a hard disk,
DVD or CD, flash drive, etc.); and the cost of the device’s container.

The City may also charge five cents, each, per four electronic files or
attachments, uploaded to email, cloud-based data storage service, or
other means of electronic delivery.

The City may also charge ten cents per gigabyte for the transmission
of records in an electronic format or for the use of agency equipment
to send the records electronically.

These costs may be added to any other costs required of the
requestor, to be paid by the requestor as a condition precedent to the
City making available to the requestor all, or any partial installment
production of, the requested records.

***{ Formatted: Indent: Left: 0" J
6.4.7 If materials need to be copied by an outside source, the requestorkf{ Formatted: Indent: Left: 1", Hanging: 0.5" J
pays the actual amount invoiced to the City by the vendor.

6.4.48 Payment.
Payment may be made by cash, check, or money order to the City of
Spokane. Checks returned to the City for non-sufficient funds are
treated as non-payment and referred to collection.

Review of Denials Of Public Records

6.5.1 Optional petition for internal administrative review of denial of access.
Any person who objects to the initial denial or partial denial of a
records request may petition in writing (including email) to the Public
Records Officer for a review of that decision within sixty (60) days of
the denial of access. The petition shall include a copy of or
reasonably identify the written statement by the Public Records
Officer denying the request.

14



7.0

8.0

6.6

6.5.2 Consideration of petition for review.
a. The Public Records Officer shall promptly provide the petition and
any other relevant information to the Hearing Examiner, with copy
to the City Attorney.

b. The City Attorney or designee may file a response to the petition
with the Hearing Examiner. Any response to the petition must be
filed with the Hearing Examiner within five (5) business days
following the City’s receipt of the appeal.

c. The Hearing Examiner will consider the petition and either affirm,
modify, or reverse the denial within ten (10) business days
following the City’s receipt of the petition, or within such greater
period of time as the City and the requestor mutually agree to.

6.5.3 Judicial review.
Any person may obtain court review of a denial of a public records
request pursuant to RCW 42.56.520 at the conclusion of two (2)
business days after the initial denial regardless of any internal
administrative review.

Disaster Recovery Tapes

The City periodically creates backup tapes of the City’'s computer
files. These tapes are copies of data and other records. Creation of the
backup tape is a method of copying electronic records and is not intended to
create a new public record. The disaster recovery tapes exist so that
computer files can be restored in case of disaster to City records,
infrastructure, or computer systems, and have no retention value under the
state Local Government Common Records Retention Schedule (i.e., the
tapes may be retained until no longer needed then may be destroyed). The
data on the disaster recovery tapes are not in a readily searchable format
and, to prevent excessive interference with essential functions of the City,
the tapes will not generally be searched pursuant to a public records
request.

RESPONSIBILITIES

The City Clerk shall administer this policy.

APPENDICES

Attachment A - Public Records Request Form
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Attachment B - List of Documents Exempt From Public Inspection and Copying
Outside the Public Records Act

Attachment C — 2017 Fee Schedule

Attachment D — Commercial Purpose Declaration

Approved by:

City Attorney Date
City Clerk Date
City Administrator Date
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Attachment A
PUBLIC RECORDS REQUEST

(RCW 42.56)
DEPARTMENT:

NAME: DATE:

TELEPHONE: E-MAIL:

ADDRESS:

CITY: STATE: ZIP:

IDENTIFICATION/DESCRIPTION OF RECORDS(S) SOUGHT:
Be as specific as possible in describing the records you seek. Your description must be sufficient to make the records reasonably locatable by
City staff.

Date Range of Records You are Requesting: Starting date Ending date (Ending date cannot be a future date)

ELECTRONIC RECORDS:

o (Yes) o(No) Mark “Yes” if you would like the City’s search for responsive records to include records held in digital format (e.g.,
emails). If “Yes,” digitally-stored records may be searched electronically, using key words. If possible, state the key word(s) to be included
in these search(es) such that you would consider the electronic search(es) to comprise a reasonably adequate effort to locate all electronic
records you seek:

Search term(s) (if more than one, insert commas to separate; place quotation marks (“”) around phrases):

[ 1 wish to discuss options for copying or reviewing records once the records or an installment is made available.

[ 1 wish to have copies/duplicates of the records that are located in response to the request. | agree to pay all associated fees.
(Prepayment may be required.)

[ 1 wish to make an appointment to review the records indicated above before copies are made.

[ Call me — I will pick up records.

I certify that any lists of individuals obtained through this request will not be used for commercial purposes [RCW 42.56.070(9)].

Signature:

SUBMIT COMPLETED FORM TO: City Clerk’s Office
5" Floor City Hall
808 W. Spokane Falls Blvd.
Spokane, WA 99201
(509) 625-6350
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Attachment B

List of Documents Exempt From Public Inspection and Copying

Citation

RCW 2.64.111
RCW 2.64.113
RCW 4.24.250
RCW 4.24.550

RCW 4.24.601, .611

RCW 4.92.210
RCW 5.60.060
RCW 5.60.070

RCW 7.07.050(5), .070

RCW 7.68.140

RCW 7.69A.030(4)

RCW 7.69A.050
RCW 7.75.050
RCW 7.77.140
RCWw 9.02.100
RCW 9.41.129
RCW 9.51.050
RCW 9.51.060

RCW 9.73.090(1)(c)

RCW 9.73.230

RCW 9A.82.170
RCW 10.27.090
RCW 10.27.160
RCW 10.29.030
RCW 10.29.090
RCW 10.52.100
RCW 10.77.210
RCW 10.97.040
RCW 10.97.050
RCW 10.97.060

RCW 10.97.070
RCW 10.97.080
RCW 10.101.020
RCW 13.32A.090
RCW 13.34.115
RCW 13.40.217
RCW 13.50.010
RCW 13.50.050
RCW 13.50.100

Outside the Public Records Act
Washington State Statutes

Records

Documents regarding discipline/retirement of judges
Confidentiality — violations

Hospital Review Records on professional staff

Information on sex offenders to public

Trade secrets and confidential research

Information in centralized risk management system
Privileged communications, including attorney-client privilege
Court-ordered mediation records

Mediation communications

Records re: victims of crimes

Child victims and witnesses — protection of identity

Rights of child victims and withesses — addresses
Records of Dispute Resolution Centers

Collaborative law process information

Reproductive privacy

Concealed pistol license applications

Disclosing transaction of grand jury

Disclosure of grand jury deposition

Prohibition regarding specified emergency response personnel
recordings

Names of confidential informants

Financial institution records — wrongful disclosure

Grand jury testimony/evidence

Grand jury reports — release to public only by judicial order
Organized crime special inquiry judge

Records of special inquiry judge proceedings

Records identifying child victim of sexual assault

Records of persons committed for criminal insanity
Criminal history information released must include disposition
Conviction and criminal history information

Deletion of certain criminal history record information,
conditions

Disclosure of identity of suspect to victim

Inspection of criminal record by subject

Indigent defense information

Crisis residential centers notice to parent about child
Court dependency proceedings

Juveniles adjudicated of sex offenses — release of information
Maintenance of and access to juvenile records

Juvenile offenders

Juvenile/children records not relating to offenses
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RCW 13.60.020
RCW 13.70.090
RCW 18.04.405
RCW 18.19.060
RCW 18.20.120
RCW 18.19.180
RCW 19.215.020

RCW 19.34.240(3)

RCW 19.215.030
RCW 26.04.175

RCW 26.12.170
RCW 26.23.050
RCW 26.23.120
RCW 26.26.041
RCW 26.26.450
RCW 26.33.330
RCW 26.33.340
RCW 26.33.343
RCW 26.33.345
RCW 26.33.380
RCW 26.44.010

RCW 26.44.020(19)

RCW 26.44.030
RCW 26.44.125
RCW 27.53.070
RCW 29A.08.720
RCW 29A.08.710
RCW 35.102.145

RCW 39.10.470(3)
Chapter 40.14 RCW

RCW 40.24.070

RCW 42.23.070(4)

RCW 42.41.030(7)

RCW 42.41.045
RCW 42.56.230
RCW 42.56.240
RCW 42.56.250
RCW 42.56.260
RCW 42.56.270
RCW 42.56.280

RCW 42.56.290
RCW 42.56.300
RCW 42.56.310

Missing children information

Citizen juvenile review board — confidentiality
Confidentiality of information gained by CPA

Notification to clients by counselors

Boarding home licensing records

Confidential communications with counselors

Destruction of personal health and financial information
Private digital signature keys

Compliance with federal rules

Name and address of domestic violence victim in marriage
records

Reports of child abuse/neglect with courts

Child support orders

Child support records

Uniform Parentage Act — protection of participants
Confidentiality of genetic testing

Sealed court adoption records

Agency adoption records

Access to adoption records by confidential intermediary
Release of name of court for adoption or relinquishment
Adoption — identity of birth parents confidential

Privacy of reports on child abuse and neglect

Unfounded allegations of child abuse or neglect

Reports of child abuse/neglect

Right to review and amend abuse finding — confidentiality
Records identifying the location of archaeological sites
Voter registration records — place of registration confidential
Voter registration records — certain information exempt
Municipal business and occupation tax — Confidentiality,
privilege, and disclosure RCW 39.10.470(2)  Alternative
public works contractor information

Design-build finalist proposals prior to selection
Preservation and destruction of public records

Names of persons in domestic violence or sexual assault
programs

Municipal officer disclosure of confidential information
prohibited

Identity of local government whistleblower
Non-disclosure of protected information (whistleblower)
Personal Information

Investigative, law enforcement, and crime victims
Employment and licensing

Real estate appraisals

Financial, commercial and proprietary information
Preliminary drafts, notes, recommendations, inter-agency
memorandum

Agency part of controversy

Archaeological sites

Library records
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RCW 42.56.320
RCW 42.56.330
RCW 42.56.335

RCW 42.56.340
RCW 42.56.350
RCW 42.56.360
RCW 42.56.370
RCW 42.56.380
RCW 42.56.390
RCW 42.56.400
RCW 42.56.403

RCW 42.56.410
RCW 42.56.420
RCW 42.56.430
RCW 42.56.440
RCW 42.56.450
RCW 42.56.460
RCW 42.56.470
RCW 42.56.480
RCW 46.52.080
RCW 46.52.083
RCW 46.52.120

RCW 46.52.130(2)
RCW 46.63.170(g)

RCW 48.62.101

RCW 49.76.040
RCW 49.76.090

RCW 49.86.020(4)

RCW 50.13.060

RCW 50.13.100
RCW 51.28.070
RCW 51.36.060
RCW 60.70.040
RCW 68.50.105
RCW 68.50.320

Chapter 70.02 RCW

RCW 70.05.170
RCW 70.24.022

RCW 70.24.024

RCW 70.24.105

Education materials

Public utilities and transportation

Public utility districts and municipally owned electrical utilities -
Restrictions of access by law enforcement

Timeshare, condominium, etc. owner lists

Health professionals

Health care

Domestic violence program, rape crisis center clients
Agriculture and livestock

Emergency or transitional housing

Insurance and financial institutions

Property and casualty insurance statements of actuarial
opinion

Employment security department records, certain purposes
Security

Fish and wildlife

Veteran's discharge papers — Exceptions

Check cashers and sellers licensing applications

Fireworks

Correctional industries workers

Inactive programs

Traffic accident reports — confidentiality

Traffic accident reports — available to interested parties
Traffic crimes and infractions — confidential use by police and
courts

Abstract of driving record

Automated traffic safety cameras - Definition

Local government insurance transactions — access to
information

Employee’s information regarding domestic violence
Domestic violence leave information

Individual information re family leave program

Access to employment security records by local government
agencies

Disclosure of non-identifiable information or with consent
Worker’'s compensation records

Physician information on injured workers

No duty to disclose record of common law lien

Autopsy reports

Dental identification records — available to law enforcement
agencies

Medical records — access and disclosure — entire chapter (HC
providers)

Child mortality reviews by local health departments

Public health agency information regarding sexually
transmitted disease investigations - confidential
Transcripts and records of hearings regarding sexually
transmitted diseases

HIV/STD records
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RCW 70.28.020
RCW 70.41.200

RCW 70.48.100
RCW 70.58.055
RCW 70.58.104
RCW 70.94.205
RCW 70.96A.150
RCW 70.123.075
RCW 70.125.065
RCW 71.05.390
RCW 71.05.395
RCW 71.05.400
RCW 71.05.425

RCW 71.05.427
RCW 71.05.430
RCW 71.05.440
RCW 71.05.445

RCW 71.05.620
RCW 71.05.630
RCW 71.05.640
RCW 71.05.650

RCW 71.24.035(5)(g)

RCW 71.34.200
RCW 71.34.210
RCW 71.34.225
RCW 71A.14.070
RCW 72.09.345

RCW 72.09.585(3)

RCW 73.04.030

RCW 74.04.060
RCW 74.04.520
RCW 74.09.900
RCW 74.13.121
RCW 74.13.280
RCW 74.20.280

RCW 74.34.095

RCW 82.32.330
RCW 84.36.389

RCW 84.40.020

Local health department TB records — confidential

Hospital quality improvement committee records and
accreditation reports

Jail records and booking photos

Birth certificates — certain information confidential

Vital records, research confidentiality safeguards
Washington Clean Air Act — confidentiality of data

Alcohol and drug abuse treatment programs

Client records of domestic violence programs

Records of rape crisis centers in discovery

Information about mental health consumers

Ch. 70.02 RCW applies to mental health records
Information to next of kin or representative

Notice of release or transfer of committed person after offense
dismissal

Information that can be released

Statistical data

Penalties for unauthorized release of information

Release of mental health information to Department of
Corrections

Authorization requirements and access to court records
Release of mental health treatment records

Access to treatment records

Accounting of disclosures

Mental health information system — state, county and regional
support networks — confidentiality of client records

Mental health treatment of minors — records confidential
Court records for minors related to mental health treatment
Release of mental health services information

Records regarding developmental disability — confidentiality
Notice to public about sex offenders

Disclosure of inmate records to local agencies — confidentiality
Veterans discharge papers exemption (see related RCW
42.56.440)

Applicants and recipients of public assistance

Food stamp program confidentiality

Medical assistance

Financial information of adoptive parents

Children in out-of-home placements - confidentiality

Child support enforcement — local agency cooperation,
information

Abuse of vulnerable adults - confidentiality of investigations
and reports

Disclosure of tax information

Confidential income data in property tax records held by
assessor

Confidential income data supplied to assessor regarding real

property
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Selected Federal Confidentiality Statutes and Rules

18 USC § 2721-2725
20 USC § 12329

23 USC § 409

42 USC 290dd-2

42 USC 405(c)(2)(vii)(l)
42 USC 654(26)

42 USC 671(a)(8)

42 USC 1396a(7)

7 CFR 272.1(c)

34 CFR 361.38

42 CFR Part 2 (2.1 - 2.67)
42 CFR 431.300 - 307

42 CFR 483.420
42 CFR 5106a(b)(2)(A)

45 CFR 160-164
46 CFR 40.321

Driver and License Plate Information

Family Education Rights and Privacy Act

Evidence of certain accident reports

Confidentiality of Substance Abuse Records

Limits on Use and Disclosure of Social Security Numbers.
State Plans for Child Support

State Plans for Foster Care and Adoption Assistance

State Plans for Medical Assistance

Food Stamp Applicants and Recipients

State Vocational Rehabilitation Services Programs
Confidentiality of Alcohol and Drug Abuse Patient Records
Safeguarding Information on Applicants and Recipients of
Medical Assistance

Client Protections for Intermediate Care Facilities for the
Mentally Retarded

Grants to States for Child Abuse and Neglect Prevention and
Treatment Programs

HIPAA Privacy Rule

USCG regulations regarding confidentiality of drug and alcohol
test results done by marine employers
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CITY OF SPOKANE

PUBLIC RECORD ACT

*FEE SCHEDULE

Inspection:

No fee Inspection of agency records on agency
public_internet web site or scheduled at
agency office.

No fee Accessing or _downloading records the
agency routinely posts on its public
internet _web _site, unless the requestor
asks the agency for records to be provided
through other means (the following copy
charges below then apply).

Copies:

Paper copies (photocopies or_printing | 15 cents/page

electronic_records), B&W or color: 8x11;
8x14; 11x17

Scanned records (converting a record from

10 cents per page

a paper copy to an electronic format)

Records uploaded to email, or cloud-

5 cents each per four electronic files or

based data storage service, or other

attachments

means of electronic delivery

Records transmitted in electronic format or

10 cents per gigabyte for transmission of

for use of agency equipment to send

records in an electronic format

records electronically.

Digital storage media or device on which

Actual cost

records are saved for delivery:
e CD

e DVD

e  Thumb drive
e Other

Label, case, and/or sleeve for CD/DVD

Actual cost

Postage or delivery charges — Specific

Actual cost

amount based upon postage/delivery
charges for specific mailings or deliveries.

1Copy charges above may be combined to the extent more than one type of charge

applies to copies responsive to a particular request.

Records copied by outside source:

If materials need to be copied by an

Actual cost

outside source, the reguestor pays the
actual amount invoiced to the City by the
Vendor

Customized Service:

Data compilations prepared or accessed
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CITY OF SPOKANE

PUBLIC RECORD ACT

*FEE SCHEDULE

as a customized service (cost is in addition

to above fees for copies).

*Police_Department _and Spokane Public Library are not covered under this cost

schedule.

Examples: Installment contains 400 scanned pages x 10 cents per page $40.00
72 electronic files /4 = 18 x 5 cents S 0.09
80 MB S 0.00
DVD S 0.25
Sleeve S 0.07
Envelope S 0.72
Postage S 3.00
Total: $44.13

*Email installment 200 emails
(emails that are 116,329 KB S 0.00
Copied by I1&TS) CcD S 0.27
Sleeve S 0.07
Envelope $ 0.72
Postage S 3.00
Total: $ 4.06

If responsive emails are uploaded to a response provided by City Clerk staff, then the 5 cents each per

four electronic files or attachments, plus 10 cents per gigabyte for transmission of records in an

electronic format, will apply if the cost of production exceeds $1.

The City of Spokane waives fees for production of records if production totals less than $1. Production of

records does not include actual cost of digital storage media device, envelope, and postage. The City of

Spokane charges actual costs of digital storage media or device, envelope, and postage (if applicable).
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ATTACHMENT D
CITY OF SPOKANE
COMMERCIAL PURPOSE DECLARATION
Public Records Requests under RCW Ch. 42.56 for Lists of Individuals

Re: Public Records Request dated:

You or your organization or business has made a public records request for a list of individuals
from the City of Spokane. The Washington State Public Records Act (PRA) at RCW
42.56.070(8) provides that:

This chapter shall not be construed as giving authority to any agency... to give, sell or
provide access to lists of individuals requested for commercial purposes, and agencies...
shall not do so unless specifically authorized or directed by law...

The PRA at RCW 42.56.080 authorizes agencies to require a requestor to provide information as
to the purpose of a request “to establish whether inspection and copying would violate RCW
42.56.070(8).”

The Washington State Court of Appeals ruled that in responding to a public records request that
includes a list of individuals, an agency must investigate if that list might be used for commercial
purposes, in order to comply with the obligations of RCW 42.56.070(8). SEIU Healthcare
7T75NW v. State, 193 Wn. App. 377, 377 P.3d 214 (2016). The Court also ruled that information
to be provided by a requestor to an agency includes the purpose of the request, the identity of the
requestor, the nature of the records requested, and other information necessary to determine if the
list of individuals can be provided under RCW 42.56.070(8).

Instructions:

In order to ensure compliance with this obligation please complete the declaration on the
reverse of this form and return it to the Public Records Officer. If we do not receive a
completed declaration, we will be unable to process your request for the list and the request for
the list will be administratively closed. If we have questions for you after you complete the
declaration, we will contact you. Therefore, make sure you also provide contact information at
the bottom of the declaration.

Return this completed declaration form to the Public Records Officer or other designated
person at: Office of the City Clerk, 808 W. Spokane Falls Blvd., Spokane, WA 99201 or
email to clerks@spokanecity.org.

This declaration is a public record.
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DECLARATION UNDER PENALTY OF PERJURY
1. I have requested a list of individuals from the City of Spokane.

2. | am requesting the list of individuals on behalf of (specify which one applies):

My Own Personal Behalf (skip to 3.)
Organization or Business (complete a. — c. before proceeding to 3.)

a. If an organization or business, the name of the organization or business is:

b. If an organization or business, the purpose of the organization or business is:

c. If an organization or business, the mailing address and website address are:
3. The purpose in making this request for the list of individuals is:

4. | or the organization/business intend to generate revenue or financial benefit, directly or indirectly,
from using the list of individuals: Yes No

5. I or the organization/business intend to solicit money or financial support from any of the individuals
on the list: Yes No

6. | or the organization/business intend to make individuals on the list aware of business commercial
entities, business/financial enterprises or business/financial opportunities: Yes No

7. 1 or the organization/business intend to supply or sell the list of individuals to any organization or
business, third party individual (someone other than myself or the organization or business listed in
paragraph 2), or any other entity: Yes No

If yes, to whom:

8. | or my organization/business attest that another law authorizes or directs the agency to provide me or
my organization/business the list of individuals requested: Yes No
If yes, provide specific citation:

I certify under penalty of perjury under the laws of the State of Washington that the foregoing is
true and correct. | certify under penalty of perjury that | have read the first page of this
declaration form and | understand that a list of individuals cannot be provided to me or to my
organization or business by a public agency if the list will be used for a commercial purpose. |
certify under penalty of perjury that any list of individuals I or my organization or business receive
pursuant to my request dated , 20__, to the City of Spokane will not be used for any
commercial purpose in violation of RCW 42.56.070(8).

DATED this of ,20__in

Signature of Declarant Print Name

Declarant’s Title (if any):
Declarant’s contact information (phone number, email, or both):
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Briefing Paper
Finance & Administration Committee

Division & Department: Finance/PW-Streets

Subject: SBO for year-end contingency funds

Date: December 18, 2017

Author (email & phone): Tim Dunivant — 625-6845; tdunivant@spokanecity.org

City Council Sponsor: Council Member Mumm & Council President Stuckart
Executive Sponsor: Tim Dunivant

Committee(s) Impacted: Finance & Administration Committee

Type of Agenda item: . Consent O oiscussion O Strategic Initiative

Alignment: (link agenda item | 2017 Budget
to guiding document —i.e.,
Master Plan, Budget , Comp
Plan, Policy, Charter, Strategic

Plan)

Strategic Initiative: Infrastructure

Deadline: 12/18/2017

Outcome: (deliverables, Provides the Street Department with budget capacity in the event
delivery duties, milestones to additional funds are needed for ice/snow control between now and
meet) year-end.

Background/History: Due to significant ice/snow removal activity earlier this year and the additional
emphasis on Street Maintenance this summer, the Street Department bugdet is running extremely
tight as we approach year-end. In order to ensure that Streets has sufficient budget capacity for the
remainder of 2017, we are requesting Council approval of a Special Budget Ordinance moving funds
from the Street Department unappropriated reserves to a Reserve for Budget Adjustment line item in
their operating budget. If funds are not needed, they automatically revert back to the Street
Department unappropriated reserve balance.

Executive Summary:
e S600k requested budget amendment for year-end contingency
e Funds not utilitized automatically revert back to Street Department reserves
e Higher than anticipated activity earlier in the year for ice/snow control and summer paving
activities (Fix-it-Fest) eliminated flexiblity for year-end ice/snow removal contigencies

Budget Impact:
Approved in current year budget? D Yes . No

Annual/Reoccurring expenditure? D Yes . No
If new, specify funding source:
Other budget impacts: (revenue generating, match requirements, etc.) N/A

Operations Impact:

Consistent with current operations/policy? . Yes D No
Requires change in current operations/policy? D Yes . No
Specify changes required: N/A

Known challenges/barriers: N/A




BACKGROUND:

Section 504 of the Rehabilitation Act requires that all organizations receiving federal
funding make their programs accessible and available to all people. It states: No
otherwise qualified (disabled) individuals in the United States shall, solely by
reason of (disability), be excluded from the participation in, be denied the benefits
of, or be subjected to discrimination under any program or activity receiving
federal financial assistance.

The Americans with Disabilities Act Self Evaluation and Transition Plan Update
establishes the City of Spokane’s ongoing commitment to the provision of equal access
to all of its public programs, services and activities for citizens with disabilities. In order
to develop this plan, the City of Spokane completed a comprehensive evaluation of its
facilities and programs to determine what barriers might exist for individuals with
disabilities. Ms. Christine M Cavanaugh is currently the City’s ADA/Section 504
Coordinator. The Streets portion of the Plan was completed under the leadership of Mr.
Kyle Twohig, Engineering Operations Manager and the input of Planning and
Engineering staff. Other portions of the plan were completed under the leadership of
Ms. Gita George-Hatcher, then HR Analyst, and the input of the Transition Plan
Committee.

Title Il of the ADA adopts the general prohibitions against discrimination contained in
Section 504 of the Rehabilitation Act of 1973. The administrative requirements
contained in Title Il that apply to the City of Spokane are:

e Designation of an ADA Coordinator for overseeing Title Il compliance.

e Development of an ADA grievance/complaint procedure.

e Completion of a self-evaluation of facilities, programs and services; and

e Development of a transition plan if the self-evaluation identifies any accessibility
deficiencies.

Designation of an ADA Coordinator for overseeing Title Il compliance:
Meghann Steinolfson, Labor Relations Manager is named.

Development of an ADA grievance/complaint procedure.

The grievance/complaint procedure is contained within City Policy 0620-13-64,
Americans With Disability Act/Section 504 of the Rehabilitation Act of 1973. Section 6.2
of this policy provides detailed instruction on the City of Spokane complaint procedure.



Completion of a self-evaluation of facilities, programs and services; and
development of a transition plan for identified accessibility deficiencies.

The self-evaluation included site assessment surveys of all City of Spokane public
facilities and parks in which programs, services and activities are provided to the public,
as well as roads owned by the City of Spokane. The assessment included a written
survey of all City departments about the accessibility of their programs, services and
activities. Key stakeholder groups and the general public were invited to review and
provide input on the plan through May 30, 2016. Specific identified stakeholder groups
were as follows:

- Acces4All

- General Public

- City and County citizen advisory boards/commissions/committees
- Coalition of Responsible Disabled

- Disabled American Veterans

- Hearing Loss Association

- Lilac Services for the Blind

- Nexus (Hearing Loss Center)

- State of Washington Service for the Blind
-  The ARC of Spokane

- The Lighthouse for the Blind

Specific information on the self-evaluation of facilities, programs and services
and the actions already taken or planned begins on page nine of the attached
Transition Plan.

This Update will be used to help guide future planning and implementation of necessary
accessibility improvements. The City will update the plan every five years. Many
members of the original committee will continue with their service in this endeavor. Due
to retirements or shifting job responsibilities there are new committee members. The
final draft of this document was sent to each of the new committee members for review
and comment before bringing the document forward for adoption.

REQUEST

We are requesting the Council adopt as written the City of Spokane Transition Plan.
This plan documents the actions the City of Spokane will be taking to ensure
accessibility.



CITY OF SPOKANE
CONSTRUCTION MANAGEMENT

CHANGE ORDER AUTHORIZATION NO. 1
CONTRACTOR
PROJECT NUMBER
PROJECT NAME

REASON FOR DIRECTIVE

ESTIMATE (ROM COST & TIME)

APPROVALS

NTP






CHANGE ORDER AUTHORIZATION RISK ASSESMENT

NTP ROM ROM ACTUAL
WCD# DATE DESCRIPTION ESTIMATE DAYS C.0. AMOUNT

#1 12/20/17
#2 5/22/18
#3
#4
#5
#6
#7
#8
#9
#10
#11
#12
#13
#14
#15
#16
#17
#18
#19
#20
#21
#22
#23
#24
#25
#26
#27
#28
#29
#30
#31
#32
#33
#34
#35
#36
#37
#38
#39
#40
#41
#42
#43
#44
#45

5,000.00 5 $ 6,272.00
10,000.00

70,000.00 $ 61,095.00
5,000.00
8,000.00
7,000.00
2,000.00
22,000.00
50.00
1,000.00
2,000.00
7,000.00
75,251.32

R R AR A R A AR R R o

TOTAL COA ROM ESTIMATE: $  214,301.32 5 $ 67,367.00
TOTAL COA EXECUTED: $ 75,000.00

OUTSTANDING COA RISK ESTIMATE: $  139,301.32



Briefing Paper
Finance & Administration Committee

Division & Department: City Clerk

Subject: Public Records Act — City of Spokane Fee Schedule

Date: December 18, 2017

Author (email & phone): Terri Pfister — 625-6354; tpfister@spokanecity.org

City Council Sponsor: TBD

Executive Sponsor: City Attorney Ormsby

Committee(s) Impacted: Finance & Administration Committee

Type of Agenda item: O consent X Discussion I Strategic Initiative

Alignment; (link agenda item State Law — RCW 42.56 and WAC 44-14
to guiding document —i.e.,
Master Plan, Budget , Comp
Plan, Policy, Charter, Strategic

Plan)

Strategic Initiative: Sustainable Resources (deliver excellent customer service)

Deadline: 12/18/2017 (new fee schedule to become effective the first part of
2018).

Outcome: (deliverables, Meet the mandates of RCW 42.56 and proposed new Model Rules at

delivery duties, milestones to WAC 44-14-070

meet)

Background/History: Initiative 1594, which amends RCW 42.56, went into effect earlier this year.
New proposed changes to the Model Rules at WAC 44-14-070 state that if we adopt the Statutory
Default Costs in lieu of charging actual costs for copies of public records, then we have to have a rule
or regulation “declaring the reasons that determining actual costs would be unduly burdensome. The
(name of agency) is not calculating actual costs for copying its records because to do so would be

unduly burdensome for the following reasons: The (name of agency) does not have the resources
to conduct a study to determine actual copying costs for all its records; to conduct such a
study would interfere with other essential agency functions; and, through the legislative
process, the public and requestors have commented on and been informed of authorized fees
and costs provided in the Public Records Act including RCW 42.56.120 and other laws.
Therefore, in order to timely implement a fee schedule consistent with the Public Records Act,
it is more cost efficient, expeditious and in the public interest for the (name of agency) to
adopt the state legislature's approved fees and costs for most of the (name of agency)
records, as authorized in RCW 42.56.120 and as published in the agency's fee schedule.”

Executive Summary:

e RCW 42.56 was amended by |-1594 and there are new proposed changes to the Public
Records Act Model Rules.

e WAC 44-14-070, although not yet adopted, requires the City to go through the legislative
process for adopting the Statutory Default Costs for copying its records.

e No official action by City Council is needed, other than staff’s presentation of the policy. City
Administration executes the policy.

e To meet the public comment requirement, an announcement by the Finance &
Administration Committee Chair or City Clerk will be made during the City Council’s 6:00 p.m.
Legislative Session on 12/18/17 informing the public the City plans to adopt the Statutory
Default Costs under RCW 42.56 for copying records. The public will have two weeks (12-18 -
12-29-2017) to provide written comments on the City’s proposed adoption of the Statutory
Default Costs. Written comments may be submitted to clerks@spokanecity.org or Office of
the City Clerk, 808 W. Spokane Falls Blvd., Spokane, WA 99201-3342.

Budget Impact:

Approved in current year budget? X Yes D No



http://app.leg.wa.gov/RCW/default.aspx?cite=42.56.120
http://app.leg.wa.gov/RCW/default.aspx?cite=42.56.120
mailto:clerks@spokanecity.org

Annual/Reoccurring expenditure? D Yes D No
If new, specify funding source:

Other budget impacts: (revenue generating, match requirements, etc.) Revenue from copying costs

Operations Impact:

Consistent with current operations/policy? DYes X No
Requires change in current operations/policy? X Yes D No
Specify changes required: Adoption of Statutory Default Costs

Known challenges/barriers: None known




Briefing Paper
Finance & Administration Committee

Division & Department: Innovation and Technology Services Division
Subject: Interlocal ESRI ELA Funds increase
Date: 12/18/17

Author (email & phone): Christina Coty

City Council Sponsor:

Executive Sponsor: Eric Finch & Mike Sloon

Committee(s) Impacted: Finance & Technology Committee

Type of Agenda item: B consent O oiscussion O Strategic Initiative
Alignment: (link agenda item | ITSD — GIS Budget for continued Inter-Local ESRI Enterprise License
to guiding document —i.e., Agreement Premium Support

Master Plan, Budget , Comp
Plan, Policy, Charter, Strategic

Plan)

Strategic Initiative: Lower cost —per-unit for licensed software, reduced administrative
procurement expenses, maintenance on all ESRI software deployed
within the organization.

Deadline: End of 2021

Outcome: (deliverables, Reduced overall cost for GIS

delivery duties, milestones to

meet)

Background/History:

Involved agencies are: Spokane County, Cities of Spokane and Spokane Valley, Spokane Regional
Health District & SRTC. This agreement provides numerous benefits including a lower cost per unit for
licensed software, reduced administrative procurement expenses, maintenance on all ESRI software
deployed within the organization, & complete flexibility to deploy software products when and where
needed. Remittance address: Spokane County Treasurer PO Box 2244 Spokane, WA 99210-2244

This contract is a four (4) year contract ending in 2021

Executive Summary:

e Requesting 542,000 in additional funds to cover invoices from September to the end of the
year.

e [n 2017 we purchased Esri premium support which increased the price of the monthly invoice

e In the Inter-local agreement there is a billing clause in which this year’s funds are collected
and applied to next years Esri bill.

e The clause allowed us to be billed for 2017 premium support in one lump sum and also billed
for 2018 premium support.

e This was not figured into the contract request presented to council in January 2017, which
caused us to be short in funds for the last 4 months.




Budget Impact:
Approved in current year budget? |i Yes No

Annual/Reoccurring expenditure? |i Yes D No
If new, specify funding source:
Other budget impacts: (revenue generating, match requirements, etc.)

Operations Impact:

Consistent with current operations/policy? |i Yes D No
Requires change in current operations/policy? D Yes |i No
Specify changes required:

Known challenges/barriers:




Briefing Paper

Finance & Administration Committee

Division & Department:

Innovation and Technology Services Division

Subject:

Volt Workforce Solutions Contract for RFP 4340-17

Date:

12/18/17

Author (email & phone):

Christina Coty -6478

City Council Sponsor:

Executive Sponsor:

Eric Finch & Mike Sloon

Committee(s) Impacted:

Type of Agenda item:

D Consent D Discussion D Strategic Initiative

Alignment: (link agenda item
to guiding document —i.e.,
Master Plan, Budget , Comp
Plan, Policy, Charter, Strategic
Plan)

ITSD — PMO Budget, and Project Management initiatives assigned to
prioritized IT/business projects.

Strategic Initiative:

Delivery of IT services and support in support of the business needs
and requirements of the departments/divisions within the City.

Deadline:

End of 2018

Outcome: (deliverables,
delivery duties, milestones to
meet)

Outcome is based on work completed as defined, tracked, and
reported for each active/approved project.

Background/History:

Volt Workforce Solutions will be a secondary vendor for Project Management Consulting to
assist the Innovation and Technology Division (ITSD) Project Management Office with support
and management of priority projects for the City.

Out of the contract annual funds of $279,480.00; $69,867.00 (one time) will be allocated for

Volt Workforce Solutions.

The Innovation and Technology Services Division is down to one out of three (1 of 3) positions
authorized. ITSD has been without the Senior PM position for over one year after recruitment
failed to mature to a selected candidate (the candidate offered opted not to move to Spokane to
accept the position, one other qualified candidate bowed out during the process, and no other
candidates were found to have the right level of qualifications); due to this nine month process
and unforeseen circumstances related to classification and testing updates ITSD has been
delayed hiring a replacement which is now just been posted. Based on prior history, it will take
at least 3-6+ months to interview, select, start and get a new person up to speed. Further, a
second Project Manager vacancy has been open since August when we lost our PM that was
also our acting Senior Project Manager. In order to keep momentum with the 83 active City
projects ITSD needed immediate PM resources to keep on schedule. Additionally, departments
have asked for assistance outside normal PM staffing levels to temporarily assist for up to six
months on projects such as in the Development Service Center assisting a number of one time
permit process improvements for the benefit of citizens and businesses in the City.

Executive Summary:

e RFP 4340-17 utilized two vendors to provide Project Management Consultant Services for the
PMO: Nuvodia & Volt.

e VoIt needs to have a separate contract from the original Nuvodia contract (OPR 2017-0267).

e Funds will be transferred from the original funds allocated to Nuvodia.

e No additional funds are being requested at this time.




Budget Impact:

Approved in current year budget? |. Yes D No
Annual/Reoccurring expenditure? D Yes |. No

If new, specify funding source:

Other budget impacts: (revenue generating, match requirements, etc.)

Operations Impact:

Consistent with current operations/policy? |. Yes D No

Requires change in current operations/policy? _ Yes D No

Specify changes required: Increase the Project Management staffing resources to help off-set the
demand that FTE staff can not accomplish.

Known challenges/barriers:




FINANCE & ADMINISTRATION COMMITTEE MEETING
AGENDA FOR
December 18, 2017
1:15 p.m. — City Council Briefing Center

The Spokane City Council's Finance & Technology Committee meeting will be held at 1:15 p.m. on
December 18, 2017 in City Council Briefing Center —Lower Level City Hall, 808 West Spokane Falls
Boulevard, Spokane, Washington.

The meeting will be conducted in a standing committee format. Because a quorum of the City Council
may be present, the standing committee meeting will be conducted as a committee of the whole
council.

The meeting will be open to the public, with the possibility of moving or reconvening into executive
session only with the members of the City Council and the appropriate staff. No legislative action will
be taken. No public testimony will be taken and discussion will be limited to appropriate officials and
staff.

AGENDA
l. Call to Order

[l. Approval of Minutes from November 20, 2017 Meeting

1. Council Requests

e Admin Reserve Increase Request — Lincoln/Monroe Street

V. Staff Requests

1. Public Records Act — City of Spokane Fee Schedule (10 minutes) Terri Pfister
2. City of Spokane Transition Plan (5 minutes) Chris Cavanaugh
3. SBO for Street Maintenance Contingency Tim Dunivant
4. General Fund Reserve Discussion Tim Dunivant
5. Financial Update Cooley/ Mallahan
6. IT Update Eric Finch

V. Consent Items

e Interlocal Agreement with ESRI ELA Funds Increase — IT Dept
e Volt Workforce Solutions Contract for RFP 4340-17 — IT Dept
e HRA Non-Fed Contract Increase — Dan Buller, Engineering

VI. Executive Session:

VIl.  Adjournment:
Next Finance & Technology Committee meeting will be on Monday, January 15, 2018.

AMERICANS WITH DISABILITIES ACT (ADA) INFORMATION: The City of Spokane is committed to
providing equal access to its facilities, programs and services for persons with disabilities. The Spokane
City Council Chamber in the lower level of Spokane City Hall, 808 W. Spokane Falls Blvd., is wheelchair
accessible and also is equipped with an infrared assistive listening system for persons with hearing loss.



Headsets may be checked out (upon presentation of picture 1.D.) at the City Cable 5 Production Booth
located on the First Floor of the Municipal Building, directly above the Chase Gallery or through the
meeting organizer. Individuals requesting reasonable accommodations or further information may call,
write, or email Human Resources at 509.625.6363, 808 W. Spokane Falls Blvd, Spokane, WA, 99201,
or msteinolfson@spokanecity.orq. Persons who are deaf or hard of hearing may contact Human
Resources through the Washington Relay Service at 7-1-1. Please contact us forty-eight (48) hours before
the meeting date.
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Revenue Report

City of Spokane - General Fund Variance Analysis

November, 2017

Revenues

Sales Tax - General Fund Only
Admissions Tax

Private Utility Taxes/Franchise Fees
Utility Tax - Water

Utility Tax - Sewer

Utility Tax - Solid Waste (Interfund)
Utility Tax - Stormwater

Utility Tax - IF Electric

Other Bus License/Permit Revenue
Interest Revenue

Traffic & Parking Violations

Gross Surplus / (Shortfall)
Incremental Variances to Year End
Sales Tax - General Fund Only
Utility Tax - Sewer / ICM
Other Bus License/Permit Revenue
Traffic & Parking Violations

4,717,706

----------------------- Vi
Over / (Under)
Year-to-date Budgeted YTD Budget

30,192,269 27,931,674 2,260,595
719,050 741,743 (22,694)
23,386,021 22,893,846 492,175
6,875,921 6,982,765 (106,844)
14,167,584 14,849,691 (682,106)
7,456,575 7,407,778 48,797
1,224,806 1,224,667 139
335,649 336,902 (1,253)
3,565,505 3,176,335 389,170
6,948,227 5,591,667 1,356,561
2,123,922 1,890,756 233,166

96,995,530 93,027,825 3,967,706
27,931,674 2,260,595

65,096,150 1,707,111

93,027,825 3,967,706

3,967,706

300,000

525,000

0

0



ANANCES ------=-=mmmmmmmmmmmen /
Variance Increase /
Prior Month  (decrease)
2,021,124 239,471
9,721  (32,414)
464,704 27,471
(105,510) (1,334)
(384,382) (297,724)
1,267 47,530
(5,327) 5,467
(7,142) 5,889
383,070 6,099
1,567,979 (211,418)
206,400 26,765

4,151,904  (184,198)

8.09% sales tax only

2.62% excluding sales tax

4.27% Total of above




Briefing Paper
Finance and Administration

Division & Department: Public Works, Engineering Services

Subject: Contract Amount Increase

Date: 12-5-17

Author (email & phone): Dan Buller dbuller@spokanecity.org, 625-6391
City Council Sponsor: Amber Waldref

Executive Sponsor: Scott Simmons

Committee(s) Impacted: PIES

Type of Agenda item: X Consent D Discussion D Strategic Initiative

Alignment: (link agenda item
to guiding document —i.e.,
Master Plan, Budget , Comp
Plan, Policy, Charter, Strategic
Plan)

Strategic Initiative:

Deadline:

Outcome: (deliverables, Contract increase approval
delivery duties, milestones to
meet)

Background/History: Engineering Services proposes to increase the contract amount for the existing
on-call contract with Historic Research Associates (HRA) for cultural resources research, exploration
and monitoring. This contract’s term began 11-1-16 in the amount of $300,000 and has an initial two
year contract term with an optional 1 year extension when the initial term expires on 10-31-18.

Executive Summary:

e Funds expended under this contract are paid by individual public works projects undertaken by
the Public Works Division.

e Each public works project gets a budget and task assignment for the cultural resource work to be
done for that project under this contract.

e We are requesting a contract amount increase of $300,000 to take us through the remaining life
of the contract.

Budget Impact:
Approved in current year budget? X Yes D No

Annual/Reoccurring expenditure? D Yes X No
If new, specify funding source:
Other budget impacts: (revenue generating, match requirements, etc.)

Operations Impact:

Consistent with current operations/policy? X Yes D No
Requires change in current operations/policy? Yes X No
Specify changes required:

Known challenges/barriers:
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C.O#

#1
#2
#3
#4
#5
#6
#7
#8
#9
#10
#11
#12
#13
#14
#15
#16
#17
#18
#19
#20
#21
#22
#23
#24
#25
#26
#27
#28
#29
#30
#31
#32
#33
#34
#35
#36

Written or Verbal Approval

Approval Provided By

Date Change Order

DESCRIPTION Signed

Sawcutting Rigid Pavement On-site Verbal 6/2/16 Ken Brown and Kyle Twohig 718/2016
Portable Light Plant Usage Written 9/14/2016 Scott Simmons 3/3/2017
Vault Abandon at 24 Taps Written 9/14/2016 Kyle Twohig 2/20/2017
Temporary Painted Pavement Markings Written 11/16/16 Kyle Twohig 3/2/2017
Traffic Control for Temporary Adjustments Patching Maintenance Written 2/1/17 Joel Graff 2/23/2017
Extra Traffic Control for End of May and the Month of June 2016 Written 6/2/2017 Joel Graff, Kyle Twohig 4/20/2017
Extra Traffic Control for the Month of July 2016 Written 7/7/2016 Ken Brown, Kyle Twohig 4/21/2017
Extra Traffic Control for Month of August 2016 Written 8/8/2016 Ken Brown 4/21/2017
Extra Traffic Control for Month of September 2016 Written 8/8/2016 Ken Brown 4/27/2017
Extra Traffic Control for Month of October 2016 Written 8/8/2016 Ken Brown 4/27/2017
Extra Traffic Control for Month of November 2016 Written 8/8/2016 Ken Brown 4/27/2017
Extra Traffic Control Devices for part of December 2016 Written 8/8/2016 Ken Brown 4/26/2017
Overtime Reimbursement Written 8/31/2016 Ken Brown, Kyle Twohig 8/10/2017
Replacement of J Boxes in Tree Wells Written 8/29/16 Ken Brown, Kyle Twohig 8/12/2017
Maintenance of Various Traffic Control Setups Written 7/28/17 Joel Graff 8/9/2017
Power to R/R Viaduct Warning Lights Verbal 8/25/16 written followed Ken Brown 8/14/2017
Basement Wall Repair at Mr. Tux Verbal 10/21/16 written followed Ken Brown, Joel Graff 8/16/2017
Conduit Reroute at S.E. Corner Lincoln/Sprague Verbal 9/15/16 and 9/27/16 written followed Joel Graff 8/23/2017
Shallow Conduit Repair (Riverside & Lincoln) Verbal 9/30/16 written followed Joel Graff 8/21/2017
Relocate Luminaire Base North of R/R Viaduct Verbal 8/1/16 written followed Joel Graff 8/22/2017
Grinding Repairs to Plow Damaged Concrete Verbal 6/29/17 written followed Kyle Twohig, Joel Graff 8/22/2017
Grind and Seal Curb to Asphalt Joint Verbal 10/3/16 written followed Ken Brown 10/2/2017
Traffic Island Doweled Curb - Riverside Written 11/21/16 Joel Graff 10/11/2017
Irrigation Vault Replacement Written 8/25/16 Ken Brown 10/12/2017
TC Set up Take down for Final Lift Paving Written 7/12/17 Joel Graff 10/31/2017
TC Flagging 1st Final Lift Paving Date Written 7/12/17 Joel Graff 10/31/2017
TC Flagging 2nd Final Lift Paving Date Written 6/23/17 Joel Graff 10/31/2017
TC for Additional Pavement Markings Requested by COS Verbal 8/3/2017 written followed Joel Graff 10/31/2017
Ramp Plate at Alleyway behind 24 Taps Verbal 3/17/2017 written followed Joel Graff 11/20/2017
Holes in ACP at Catch Basins for Drainage Verbal 10/26/2016 written followed Joel Graff 11/20/2017
2nd Application of Temp. Painted Skip Stripes Verbal 4/26/2017 written followed Joel Graff 11/20/2017
Vac. Truck Excav. For Signal Base Verbal 10/31/2016 written followed Joel Graff 11/20/2017
Tree Well Ledges for Tree Grates Verbal 8/25/2016 written followed Joel Graff 11/20/2017
Tree Well Fill and ADS Tree Collars Written 12/7/16 Ken Brown 11/20/2017
Add. Labor and Equip. for Ped. Access Maint. Written 9/15/16 Ken Brown Pending Signature
Correction to Change Order #15 to Include 12% Prime Markup Written 10/11/17 Joel Graff 12/5/2017
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