
-Adopt-a Loca1 Public Records- ~ct Policy- - -- - --- ---- ·---- - - -
-- The local PRA policy should outline reasonable regulations for the agency's handling of public records - -

requests, such as the agency's response process when it receives a records request. The policy must be 
prominently displayed. RCW 42.56.040. -- -- - - - - - -- - - - - - -- ·--

Publish a List of Exemptions and Prohibitions Found Outside the PRA 
Publish a list of exemptions and prohibitions to disclosure other than those listed in the PRA. 
RCW 42.56.070. Examples of these other types of exemptions and prohibitions can be found in Appendix C 
of MRSC's Public Records Act publication. 

Maintain an Index of Public Records -
Maintain a current index of many types of agency records unless to do so would be unduly burdensome 
for the agency. If it's unduly burdensome, the agency must adopt a formal order specifying the reasons 
why and the extent to which compliance would unduly burden or interfere with agency operations. 
RCW 42.56.070. 

Adopt a PRA Fee Schedule 
Establish fees for PRA costs, including costs for hard copies, electronic copies, and mailing costs. 
RCW 42.56.070 and RCW 42.56.120. 

Provide for a Review Procedure for any Denial of Records 
An agency must provide for review of a denial to inspect records. The review can be conducted by the PRO's 
supervisor, the agency's attorney, or any individual designated by the agency. Review is deemed complete 
two business days after the initial denial. RCW 42.56.520. 

PRA Training Requirements, Effective July 1, 2014 (see Office of the Attorney 
General: Open Government Training Act Q & A): 
• Every local elected official and every local government PRO must receive records training (PRA training 

concerning chapter 42.56 RCW and records retention training concerning chapter 40.14 RCW). 
• This training must be completed no later than 90 days after these elected officials and PROs take their 

oath of office or assume their duties. They must also receive II refresher" training at intervals of no more 
than four years. 

*DISCLAIMER: This checklist is meant to provide summary information on basic procedural requirements of the PRA; the checklist is not intended to be 
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Basic Requirements 

• All meetings open and public. All meetings of governing bodies of public agencies must be open to the public, except for 
certain exceptions outlined in the OPMA. RCW 42.30.030. 

• Quorum. Generally, a meeting occurs when a quorum (majority) of the governing body is in attendance and action is taken, 
which includes discussion or deliberation as well as voting. RCW 42.30.020(2) & (3). 

• Attendees. All persons must be permitted to attend and attendees cannot be required to register their names or other 
. information as a condition of attendance. Disruptive and disorderly attendees may be removed. RCW 42.30.040 & .050. 

• No secret ballots. Votes may not be taken by secret ballot. RCW 42.30.060(2}. 
• . Adoption of ordinances. Ordinances, resolutions, rules, regulations, and orders must be adopted at a public meeting or 

they are invalid. RCW 42.30.060{1). 

Position in Agency Required to Comply 

Member of a governing body 
City or Town Council member or Mayor 

J County Commissioner or County Councilmember 
o Special Purpose District Commissioner/Board Member 

Member of a subagency created by ordinance or legislative act, e.g.: 
o Planning Commission 
o Library Board 
o Parks Board 
o Civil Service Commiss•on 

Member of a committee 
o Committees that act on behalf of the governing body, conduct hearings, or take testimony or 

public comment 

Agency staff 

Yes 

Yes 

Yes 

No 

• Actions null and void. Any acti·on taken at a meeting which fails to comply with the provisions of the OPMA is null and 
void. RCW 42.30.060{1}. 

• Personal liability. Potentiat personalltabil~ty of $100 for any member of a governing body who· attends a meeting knowing 
that it violates the OPMA. R:C\V 42.30.120{1}. 

• Agency liability. Any person who: prevaHs against an agency in any action in the courts for a vfoJation of the OPMA will be 
awarded all costs, including attorney· fees:, incurred in connection with such tegal action. RC W 42.30.120(2}. 

• Every member of a gove·rni;ng body of a public agency must complete training requirements o·n the OPMA within 90 days of 
;suming office or taking the- o-ath of office' .. 

,n addition, every member of a g.overning body must complete training at tntervafs of no more than four years: as. long as 
they remain in office. 

* DfSCLAI M C: R: Tht:·se practice t 'ps a~e mecmtto pr.o'tm:e st.Jrnmar.y information Of.1 basic agent';{ obl)gotions of. t he O~MA; til~: Jna<i:n.e bps. ar.~ not iin:tended to 
L,.. , ..... -.-..- .... ,....1-. -f -. ..... ......... ,..~ ,.. f ..... - .... . -. ...lr..;,...,.. , , _,..,._, , ,,.., , _ ,; ;_. !.., . ,, .- .. ... _ . _ . __ . _ . _, .I :_ If _-- I _ 
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At the start of the executive session, participants a re reminded that drscussions are confidentiaL 

Related to local governments, the following topics set forth in RCW 42,30.110(1) can be discussed in executive 

Consideration of the minimum offering price for sale or lease of real estate if there's a 
lil<elihood that disclosure would decrease the price. RCW 42.30.110(1)(c). 
o Note: Final action selling or leasing public property must be taken in open session. 

Performance of a public employee. RCVJ 42.30.110(1)( }. See back of page. 

Qualifications of an applicant/candidate for appointment to elective office. 
RCW 42.30.110(1)(h). See back of page. 

Agency enforcement actions. RCW 42.30 110( }(i). See back of page. 
o Note: Requires presence of legal counsel. 

Current or potential litigation. RCW 42.30.1l0{1)(i). See back of page. 
o Note: Requires presence of legal counsel. 

legal risks of current or proposed action. RCW 42 30.110(1}(i}. See back of page. 
o Note: Requires presence of legal counsel. 

~§ll~ll If the executive session is not completed by the originally announced end time, the presiding 

.eeting Date 
Attendees 

officer announces the extended end time in open session before returning to executive session. 

Open session is not resumed until after the announced end time. 

Form Completed By 

* DISCLAIMER: This checklist is meant to provide summary information on executive sessions; the checklist is not intended to be regarded as specific legal 
advice. Consult with your agency's attorney about this topic as well. May 2014 
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