


GENERAL AVAILABILITY OF RECORDS 

Public records will be available for inspection and copying from 9:00 a.m to noon and 1 :00 p.m. to 4:00 
p.m., Monday through Friday. YHA's normal business hours are, Monday through Thursday, 12:30 to
5:30 p.m. excluding federal holidays. Thus, if a requestor seeks to inspect and/or copy records outside of
YHA's normal business hours, the requestor should coordinate with the Public Records Officer to arrange
for mutually agreeable times for inspection and/or copying.

Records must be inspected at YHA's office located at 810 North 6
th 

Avenue, Yakima, WA, unless the 
requester pays for copies as provided in this policy and in Chapter 42.56 RCW. YHA will not allow 
original records out of YHA's office except that YHA may send original records to a reputable commercial 
copying center to fulfill a records request. 

Inspection will be denied and the records withdrawn by the Public Records Officer if the 
Requester, when reviewing records, acts in a manner which will damage or substantially 
disorganize the records or interfere with other essential functions of YHA. 

Some of the commonly requested YHA documents are available on our website at 
www.yahimahousinq.org. Requesters are encouraged to view the documents available on the web site 
prior to submitting a records request. YHA may also fulfill its obligation to provide "access" to a public 
record by providing a requester with a link to a website containing an electronic copy of a requested 
record. 

YHA is a local agency and has opted out of the requirement to keep an index of records. RCW 
42.56.070(4)(a). YHA determined by Resolution #14-797, that maintaining an index would be unduly 
burdensome and would interfere with the YHA's operations due to the number and complexity of records 
generated as a result of the wide range of YHA activities, limited staff to complete the necessary work to 
create and maintain such index, and the general cost to YHA that would result from lost staff time to 
perform other critical functions necessary to YHA's operations and mission to provide affordable, safe, 
housing. 

MAKING A PUBLIC RECORDS REQUEST 

Any person wishing to inspect or copy public records of YHA should make the request in writing on the 
YHA request form, or by letter, fax, or e-mail addressed to the YHA's Public Records Officer (see above 
for contact information). The request form is available for use by Requesters at the office of the Public 
Records Officer and on-line at YHA's website: www.yakimahousing.org. Requests should include the 
following information: 

1. Name of requestor;
2. Address of requestor;
3. Other contact information, including telephone number and any e-mail address;
4. The date and time of day of the request;
5. Identification of the public records adequate for the public records officer or designee to

locate the records;
6. Location or department of the requested records, if known;
7. Whether the Requestor intends to inspect the records or obtain photocopies, or electronic

copies, at the costs set forth below in this policy; and
8. The method by which YHA should contact the Requestor.

If a Requestor wishes to have copies or electronic reproductions of the records made instead of simply 
inspecting them, he or she should so indicate and make arrangements to pay for copies of the records or 
a deposit. The costs for copies are set forth below. 

























RESOLUTION 18-870 
ATTACHMENT 

 
The following shall amend and replace YHA’s current Public Records Policy section titled “COSTS OF 
PROVIDING COPIES OF PUBLIC RECORDS”: 
 

COSTS OF PROVIDING COPIES OF PUBLIC RECORDS 
 

There is no fee for inspecting public records in person at YHA’s main office.  For records requests 
requiring physical or electronic reproduction of documents, a Requestor will pay the appropriate 
reproduction and transmission costs as established under this section.  The Public Records Officer 
may elect to waive these costs, and costs may be increased from time-to-time as allowed by the 
PRA and applicable regulations established by the Washington State Attorney General’s Office. 
YHA does not calculate the actual costs for providing public records because YHA doing so would 
be unduly burdensome for the following reasons: 

A. YHA employees fewer than 40 employees.  YHA only has one designated Public Records 
Officer who has other primary duties as the assistant to YHA’s Executive Director, which is a 
full-time position. 

B. All employees may be called upon to contribute to production of public records requests, and 
all employees earn different salaries or have different rates of pay, which would require that 
the Public Records Officer be privy to their salaries as part of calculating actual costs of 
record production. 

C. Employees supplying records to the Public Records Officer would have to track time spent, 
thereby creating an additional burden for those employees and work that is not otherwise 
assigned in most employees’ primary job descriptions. 

D. The Public Records Officer would also be required to maintain a record of all employees 
contributing to each part of a public record request and potentially charge different amounts 
for multiple pages; 

E. Calculating the portion of the machines and supplies used toward scanning or copying public 
records would require knowledge of the cost of supplies and an in-depth analysis of timing 
and application multiplied by each contributing employee’s hourly rate of pay; 

F. The response time to a public records request may be delayed in order to calculate scanning 
or copying costs and create an invoice with different rates of reproduction. 

 
Unless waived by the Public Records Officer, the following standard charges apply for reproduction 
and delivery of public records: 

A. $0.15 per page for photocopies of public records, printed copies of electronic records if 
requested by the person requesting records, and/or for the use of agency equipment to 
photocopy public records if such use is permitted by the Public Records Officer; 

B. $0.10 per page for public records scanned into an electronic format or for the use of agency 
equipment to scan records if such use is permitted by the Public Records Officer; 

C. $0.05 per each four electronic files or attachments uploaded to email, cloud-based data 
storage service, or other means of electronic delivery; 

D. $0.10 per gigabyte for the transmission of public records in an electronic format or for the use 
of agency equipment to send the records electronically if such use is permitted by the Public 
Records Officer; and 

E. The actual cost of any digital storage media or device provided by the agency, the actual cost 
of any container or envelope used to mail records to the requestor, and actual postage or 
delivery charges 

 
YHA will take reasonable steps to provide records in the most efficient manner available to YHA in 
its normal operations.  Standard charges may be combined to the extent that more than one type of 
charge applies to copies produced in response to a particular request.  If requested, YHA will 
provide a summary of the applicable charges before any copies are made and the requestor may 
revise the request to reduce the number of copies to be made and reduce the applicable charges. 
 



Depending upon the type of request, YHA may require a customized service charge if YHA 
estimates that the request would require the use of information technology expertise to prepare data 
compilations, or provide customized electronic access services when such compilations and 
customized access services are not used by YHA for other purposes.  The customized service 
charge will reimburse YHA up to the actual costs of providing the services.  Prior assessing a 
customized service charge, YHA will notify the requestor of the customized service charge to be 
applied, will explain why the customized service charge applies, will provide a description of the 
specific expertise, and will give a reasonable estimate of the cost of the charge.  The notice will allow 
the requestor an opportunity to amend the request in order to avoid or reduce the cost of a 
customized service charge. 
 
Before beginning to make the copies, the Public Records Officer may require a deposit of up to ten 
percent of the estimated costs of copying all the records selected by the requestor. The Public 
Records Officer may also require the payment of the remainder of the copying costs before providing 
all the records, or the payment of the costs of copying an installment before providing that 
installment. YHA will not charge sales tax when it makes copies of public records. 
 
Payment may be made by cash, check, or money order to Yakima Housing Authority. 
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