City of Kenmore Administrative Policy and Directives

NOTE

All public record requests are forwarded to the Public Records Officer for resolution, regardless
of media (walk-in, phone call, e-mail, request form, letter, or any type of correspondence which

14. PUBLIC RECORDS REQUEST PROCEDURE

outlines their request).

PROCEDURE

14.1 The City Manager or designees will review and acknowledge all public records requests
(PRRs) before documents are released to the requestor. The City Attorney may be asked

14.2

143

14.4

for review to ensure compliance with the law.

All available information from the request is logged into the Public Records Request
Tracker as soon as received and is assigned a PRR number, which is referenced throughout
the various stages of fulfilling the request. Updates are made in the PRR Tracker log as

appropriate.

After receipt of a PRR, the Public Records Officer assigns the PRR to appropriate
The Public Records Officer is responsible for the collection of the
records from the assigned staff. The Public Records Officer manages the request from the

department staff.

initial receipt of the PRR through the completion and close of the process.

PuBLIC RECORDS OFFICER PROCESS DETAIL

A.

There is no fee to locate or inspect public records. If the requestor specifies that he
or she seeks copies, rather than only inspection of the records, and the estimated
cost of copying the records equals $75 or more, then a 10% copy deposit is
collected. The requestor is contacted before the requested copies are made and
given a cost estimate and asked to confirm if they still want the copies and when
they would be available to pick them up. The 10% deposit is collected prior to
copies being made and applies to the records selected for copying by the requestor,
not all the records made available for inspection.

If the cost for copies of records is under $75, no deposit will be collected, regardless
of where the copies are made.

If the requestor asks to receive electronic copies of the records requested, the
records are scanned in-house by the Public Records Officer. If records are sent out
to be scanned, and if the estimate or quote is $75 or more, a 10% deposit or full
payment is collected. The requestor is contacted with a total cost estimate or quote
and asked to confirm if they still want them.

The requestor is notified when the copies are ready, or the Public Records Officer e-
mails the records to the requestor. The individual making the request pays for the
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copies before receiving the records at the reception desk, or pays the balance due
for the copies if a deposit was collected.

E. If the requestor wants to view records only, they can either be viewed at the time of
the request if the records are available or, if time is needed to gather records, the
requestor is notified when the files are ready for review.

F. If clarification is needed prior to gathering records for a request, the requestor is
contacted by phone or e-mail and asked for additional information.

G. If gathering the requested records and notifying the requestor that they are available
will take longer than 5 business days, the requestor is contacted to acknowledge
receipt of the request and provide an estimate of time needed to complete the
request.

H. The date and content of all communication with the requestor (telephone, e-mail,
conversation, letter) will be documented and become part of the public records
request file.
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	Kenmore Admin Policy Directives adopted 07 15 2011 - Rev 12 2018
	2.  The Opening and Closing of City Hall
	Purpose
	To establish policies and procedures for opening and closing City Hall during regular business hours.
	Policy
	2.1 Hours of Operation
	A. City Hall will be open for business 9:00 a.m. to 5:00 p.m., Monday through Friday.
	B. Reception area employees are responsible for unlocking the front doors at 9:00 a.m.

	2.2 Closing Procedure
	A. Reception area employees are responsible for locking the 1st floor doors, 2nd floor doors and the exterior doors at 5:00 p.m.
	B. Employees with offices are responsible for turning off their own office lights.
	C. The last employee to leave a suite is responsible for turning off the lights.
	D. The last employee in the suites checks the entire second floor to turn off all of the lights. If they are not the last person to leave, they need to inform the remaining people that are the last ones in the building.

	2.3 Approval Authority
	The City Manager or designee has approval authority to modify or make exceptions to the above to meet specific limited time situations.


	11. External Communications and Contact with the Media
	Purpose
	 To provide useful and accurate information in a timely and professional manner regarding City operations, services, events and personnel and projects;

	A. Responses or letters shall not include the employee’s official title or imply that the response is on behalf of the City of Kenmore organization.



	Admin Policy DRAFT with Rob's edits
	social media policy
	Final COK Purchasing and Contracting Policy 11-27-17
	CITY OF KENMORE
	A. Approval Authority and Procedure (for Supplies, Materials and Equipment Not Related to Public Works):
	4. Purchases from $10,000 up to and including $50,000:
	4. Purchases over $50,000:
	A Competitive sealed bid process resulting in a contract is required.  The City Manager or designee shall determine the competitive bidding procedure for any particular purchase.  The City Manager may execute the contract after the City Council has aw...
	IV. PUBLIC WORKS PROJECTS (RCW 35A.40.210, RCW 35.23.352)
	A. Approval Authority:

	For public works projects estimated to cost over $300,000, formal, competitive, sealed bids, as noted above, are required pursuant to RCW 35A.40.210 and 35.23.620.
	A. Approval Authority
	IX. DEFINITIONS
	Detailed Plans and Specifications
	Bid Log
	The City Clerk must prepare a log (this is a formal public record) containing the following information:
	a. The name, address and phone number of every person and company who received a copy of the detailed plans and specifications for the project and the date and time they were provided.
	b. If communications with prospective bidders occur during the bid period, a record of the substance of the communication.
	Bid Opening
	Bid Award



	Public Record
	Rejection of Bids
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