WAC 284-03-015 Availability of public records. (1) Hours for
inspection of records. Public records are available for inspection and
copying during normal business hours of the 0OIC, Monday through Fri-
day, 8:00 a.m. to 5:00 p.m. (excluding legal holidays). Records must
be inspected at the offices of the OIC.

(2) Records index. An index for categories of public records is
available for use by members of the public upon request to the public
records manager.

(3) Organization of records. The OIC will maintain its records in
a reasonably organized manner. The OIC will take reasonable actions to
protect records from damage and disorganization. A requestor shall not
take records from OIC offices without the permission of the public re-
cords manager or designee. A variety of records is available on the
OIC website at www.insurance.wa.gov. Requestors are encouraged to view
the documents available on the website prior to submitting a records
request.

(4) Making a request for public records.

(a) Any person wishing to inspect or copy public records of the
OIC should make the request in writing on the agency request form, by
letter, fax, or email addressed to the public records manager and
should include the following information:

(1) Name of requestor;

(ii) Address of requestor;

(iii) Other contact information, including telephone number and
email address;

(iv) Identification of the public records adequate for the public
records manager or designee to locate the records.

(b) A form is available for use by requestors. The form is avail-
able either on the 0OIC's website: www.insurance.wa.gov or by contact-
ing the public records manager by email at pdr@oic.wa.gov or by phone
at 360-725-7003;

(c) The public records manager or designee may accept requests
for public records that contain the information described in (a) of
this subsection by telephone or in person. When the public records
manager or designee accepts such a request, he or she will confirm re-
ceipt of the information and the substance of the request in writing.

[Statutory Authority: RCW 48.02.060 and 42.56.040. WSR 12-03-087 (Mat-
ter No. R 2011-15), § 284-03-015, filed 1/15/12, effective 2/15/12.
Statutory Authority: RCW 48.02.060, 48.17.250, 48.17.300, 70.02.050
and 42.17.250. WSR 04-15-157 (Matter No. R 2003-10), § 284-03-015,
filed 7/21/04, effective 8/21/04.]
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