
The Washington State Boundary Review Board 
For King County 

 

REGULAR MEETING 
 

7:00 P.M. 
Thursday, July 10, 2025 

 

Bellevue Fire Department Station 9 a/k/a Newcastle Fire Station  
12412 Newcastle Way, Bellevue, WA 98006  

  
Hybrid Option: Zoom Meeting ID: 869 0339 3324, Passcode: 446243  

  
NOTE TO THE PUBLIC:   

  
This meeting is open to the public pursuant to the Open Public Meetings Act (OPMA).   

 
 

I. CALL TO ORDER – 7:00 PM 
 

Stephen Toy, Chair 

II. ROLL CALL 
 

Mary Lynne Evans 
Matthew Everett 
Chandler Felt   
Jay Hamlin        
Ken Hearing    
Teresa Platin      
Cheryl Scheuerman    

 
III. PUBLIC COMMENT  

 
IV. MINUTES: 

Regular Meeting of May 8, 2025  
 

V. ADMINISTRATION 
A. Chair’s Report 
B. Executive Secretary’s Report 
C. Committee Reports 

1. Budget Committee 
2. Legislative Committee 
3. Steering Committee 

 
 



AGENDA 
July 10, 2025 
Page Two 

 
VI. NEW MEMBER 

A.  The Board will welcome Matthew Everett as a new member.  Matthew Everett will 
recite the Oath of Office.   
 

VII. COMMITTEE ASSIGNMENTS  
A. The Board will discuss and vote regarding committee assignments for Matthew 

Everett 
 

VIII. 2025 MEETING PLANNING 
 
IX. DISCUSSION REGARDING POTENTIALLY SCHEDULING MEETINGS WITH 

LEADERS 
 
X. TRAINING – OPEN PUBLIC MEETINGS ACT, PUBLIC RECORDS ACT, 

RECORDS MANAGEMENT 
 
XI. NEW BUSINESS: 

A. New File: None 
 
B. Masterlist 
 
C. Upcoming Actions/Other Updates 

 
XII. ADJOURNMENT 
 

COMMITTEE MEMBERSHIP LIST 
  

Steering Committee*  
CHAIR: Cheryl 
Scheuerman 
Mary Lynne Evans  
Ken Hearing  

  
  
  

Nominating Committee*  
CHAIR: Ken Hearing 
Jay Hamlin   

  
  

Personnel Committee*  
CHAIR: Ken Hearing  
Jay Hamlin  
Teresa Platin  
Chandler Felt  
  

Legislative Committee*  
CHAIR: Mary Lynne 
Evans  
Cheryl Scheuerman  
Chandler Felt   

  

Budget Committee*  
CHAIR: Jay Hamlin  
Teresa Platin  
   

  

  

  
*Stephen Toy, as Board Chair, is an ex officio member on all committees  



                                                                                                                                                                                                                                
 

WASHINGTON STATE BOUNDARY REVIEW BOARD 
                                                       FOR KING COUNTY 
 

REGULAR MEETING 
 

May 8, 2025  
I. CALL TO ORDER 

Chair Stephen Toy convened the meeting at 7:06 P.M. 

II.  ROLL CALL 
The following members were present:       

 Mary Lynne Evans       
Chandler Felt     
Jay Hamlin        
Ken Hearing     
Teresa Platin      
Cheryl Scheuerman     
Other attendees:  Shelby Miklethun, Angelica Velasquez, Board Counsel Robert C. Kaufman 
 

III.  PUBLIC COMMENT 
 There were no public comments.   
IV. MINUTES  

REGULAR MEETING – MARCH 13, 2025 
Chair Toy presented the minutes of the Regular Meeting of February 13, 2025, for review and 
action by the members. 
 
Action:  Jay Hamlin moved and Mary Lynne Evans seconded the motion to adopt the draft 
minutes for the Regular Meeting of March 13, 2025. 
 
Board members voted six in favor of approving this record of the Regular Meeting.     

 
V.  ADMINISTRATION 

A. CHAIR’S REPORT 
Chair Toy stated that he looked forward to hearing about the meeting’s upcoming 
agenda items.   

 
B. EXECUTIVE SECRETARY’S REPORT  

Ms. Miklethun shared that Shannon Braddock has been named by the King 
County Council as the King County Executive and that she will serve in that role 
until the new Executive takes office in January 2026.  She added that Executive 
Braddock is not running for Executive in the November election.  Next, she stated 
that the Board has received payment for the claim that it submitted to the 
Washington State Department of Revenue for unclaimed funds.  She then 
reported that the newly piloted member expense manual pay process was 
successful and thanked Ms. Velasquez for her work on that new process.  Next, 
she shared that the Board would be discussing and voting regarding a new 
member to represent water and sewer districts.  Finally, she shared the 
information that she posted on the Board’s website regarding the Board’s open 
member positions.   
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C. COMMITTEE REPORTS  
1. BUDGET COMMITTEE  

Budget Committee Chair Jay Hamlin reported that the Board is currently 
at about a 30% spend-to-budget ratio at about 33% of the year 
completed timewise.  He added that Ms. Miklethun discovered an 
overpayment to the Board of approximately $11,000 and that she was 
able to work with County staff to resolve it and have it removed from the 
Board’s budget.  He then detailed several budget line items.  Next, he 
shared that he is working with Ms. Miklethun and the PSB Budget staff 
regarding reviewing and responding to the Board’s 2026-2027 pro forma 
budget proposal.  Finally, he reported that the Executive will transmit her 
final proposed budget to the King County Council in September.         

 
2. LEGISLATIVE COMMITTEES – WSABRB AND KING COUNTY  

WSABRB Legislative Committee Chair Chandler Felt provided a report 
on behalf of that committee.  He shared that the 2025 Legislative 
Session is complete and added that 2025 was a successful year for 
WSABRB.  He reported that the WSABRB Legislative Committee 
generally undertook three task categories for the Legislative Session: 1) 
tracked and reviewed bills for their impacts on boundary review boards; 
2) wrote letters and provided testimony in response to bills; and 3) met 
with individual legislators.   He added that two important bills passed this 
year – HB 1304 (clarified timelines and process regarding a clerk 
intaking and deeming an NOI complete) and HB 1039 (established a 
time-limited process for a city to agree to provide urban services to a 
tribal area outside the urban growth area.)  He also shared that four 
representatives of the WSABRB Legislative Committee traveled to 
Olympia in February and had a successful visit with over 20 
legislators/legislative assistants.   
 
King County BRB Legislative Committee Chair Mary Lynne Evans 
shared that the Legislative Committee has an opportunity to analyze both 
HB 1304 and HB 1039 for their potential effects to the King County BRB 
and also for implementation strategy.  She proposed that the King 
County Legislative Committee take that on, and Members discussed the 
same and agreed it should do that.  Members further discussed that the 
Steering Committee should also be involved as policies may need to be 
amended.  Jay Hamlin also mentioned that the work could be helpful to 
WSABRB and potentially be a WSABRB Annual Conference topic.   

 
3. NOMINATING COMMITTEE 

Nominating Committee Chair Ken Hearing reported that he, Jay Hamlin 
and Ms. Miklethun met with Matthew Everett who has been nominated 
by the Washington Association of Sewer & Water Districts to serve a full 
term that expires February 28, 2029.  Committee Chair Hearing shared 
that Matthew Everett provided the following information on his application 
regarding why he wishes to serve on the Board: “I hope to use my 42+ 
years of water and sewer municipal experience in various municipalities 
in King County.  I have worked for both cities and utility districts and have 
dealt with many complex issues in King County.” Committee Chair 
Hearing reported that he felt that Matthew Everett would be a perfect 
addition to the Board.  Jay Hamlin shared that he was also impressed 
with the interview and application materials.  Board members then 
discussed Matthew Everett’s specific relevant experience.          
 

VI. VOTE FOR NEW MEMBER 

https://app.leg.wa.gov/billsummary/?BillNumber=1304&Year=2025&Initiative=false
https://app.leg.wa.gov/BillSummary/?BillNumber=1039&Year=2025&Initiative=false
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 Action: Teresa Platin moved to appoint Matthew Everett to a full special purpose district 
member position term (ending February 28, 2029) per RCW 36.93.051. Chandler Felt 
seconded the motion.    

Board members voted six in favor of reappointing Matthew Everett to a full special purpose 
district member position term (ending February 28, 2029) per RCW 36.93.051.   

Chair Toy tabled the planned vote on committee assignments for the new board member 
until the next Board meeting.   

 
VII. DISCUSSION AND POTENTIAL APPROVAL OF STANDARD OPERATING 

PROCEDURE AMENDMENT 
 

The members and Ms. Miklethun discussed a proposed amendment to the Member 
Voucher Payment Standard Operating Procedures.  Ms. Miklethun shared that she and Ms. 
Velasquez have been working on a manual payment process for expense reimbursements 
so that expense reimbursements are not reported as taxable income on 1099s.  She then 
shared an amended version of the Member Voucher Payment Standard Operating 
Procedures that includes changes to reflect that members may be reimbursed for expenses 
and also describes the new manual pay process.    
  
Action:  Jay Hamlin moved and Ken Hearing seconded motion to amend the Member 
Voucher Payment Standard Operating Procedures which was originally adopted on April 
11, 2024. 
  
Board members voted six in favor to amend the Member Voucher Payment Standard 
Operating Procedures which was originally adopted on April 11, 2024. 

 
VIII. 2025 LEGISLATIVE SESSION DEEP DIVE – HB 1304 AND HB 1039 
 Ms. Miklethun provided overview information regarding HB 1304 and HB 1039 as well as 

potential issues regarding implementation of both bills in King County.  Members asked 
questions and discussed the same.  WSABRB Legislative Committee Chair Chandler Felt 
and Board Counsel Robert C. Kaufman additionally answered questions regarding both 
bills.        

 
 
IX. NEW BUSINESS: 

A. NONE 
 

B. THE MASTERLIST 
The Masterlist was included in the Meeting Materials.  
 

C. UPCOMING ACTIONS 
Ms. Miklethun relayed information regarding a potential future annexation to the City 
of Bellevue in the Cougar Mountain area.    

 
X. ADJOURNMENT 

Chair Toy adjourned the Regular Meeting at approximately 8:35 P.M. 
 
 

 

https://cdn.kingcounty.gov/-/media/king-county/independent/governance-and-leadership/government-oversight/boundary-review-board/docs/meeting-materials/5-8-25-materials2.pdf?rev=6b8e7af0013240c48cac332c9f3b894a&hash=FA93C9CB07CC20228961523DC5F6C815


September
• Personnel Committee present draft PA 
• Legislative Committee and Steering 

Committee Work for ORPP
• BRB vote if did not happen in 

August 

October
• Potentially cancel 

due to WSABRB 
Conference on 
10/16/25 in Kalama

November
• Budget Committee

meeting if has not yet 
happened

• Finish any remaining
Legislative Committee 
and Steering 
Committee work for 
ORPP

KC BRB - Meeting Planning – August to January 
August
• Personnel Committee prepare for 

PA
• Legislative Committee and Steering 

Committee Work for ORPP
• Potential BRB vote to publish

January
• Chair Transition
• Chair Elect Vote
• Committee Assignments

December
• End of Year Celebration
• Nominating Committee 

meeting if has not yet 
happened



OPEN PUBLIC 
MEETINGS ACT 
OVERVIEW

RCW Chapter 42.30

Washington State Boundary Review Board for King County
June 2023



Legislative Declaration
The legislature finds and declares that all public 
commissions, boards, councils, committees, subcommittees, 
departments, divisions, offices, and all other public agencies 
of this state and subdivisions thereof exist to aid in the 
conduct of the people's business. It is the intent of this chapter 
that their actions be taken openly and that their deliberations be 
conducted openly.

The people of this state do not yield their sovereignty to the 
agencies which serve them. The people, in delegating 
authority, do not give their public servants the right to decide 
what is good for the people to know and what is not good for 
them to know. The people insist on remaining informed and 
informing the people's public servants of their views so that 
they may retain control over the instruments they have 
created. For these reasons, even when not required by law, public 
agencies are encouraged to incorporate and accept public 
comment during their decision-making process.

RCW 42.30.010



Agencies and Governing Bodies 
• All public agencies
• Applies to all governing bodies

• “Governing body" means the multimember board, 
commission, committee, council, or other policy or rule-
making body of a public agency, or any committee thereof 
when the committee acts on behalf of the governing body, 
conducts hearings, or takes testimony or public comment.

• Applies to Regular and Special BRB Meetings, but 
not Public Hearings

• Training Requirements
• Within 90 days of taking the Board’s Oath of Office
• Every four years after that 

RCW 42.30.020 and RCW 42.30.205



Definitions
• Meeting

• meetings which action is taken 
• A “meeting” of a governing body occurs when a majority of its 

members (quorum) gathers with the collective intent of transacting 
the governing body’s business - Citizens Alliance for Property 
Rights Legal Fund v. San Juan County, 184 Wash.2d 428, 444, 359 
P.3d 753 (2015).
• Exchange of emails can constitute a meeting - Wood v. Battle 

Ground Sch. Dist., 107 Wash. App. 550, 564-65, 27 P.3d 1208 
(2001).

• Action
• receipt of public testimony, deliberations, discussions, 

considerations, reviews, evaluations and final actions
• Final action

• includes votes and final discussions, positive and negative 
RCW 42.30.020



Meetings: Times, Places and Emergencies
• Agencies shall provide the time for regular meetings by 
ordinance, resolution, bylaws, or by whatever other 
rule is required for the conduct of business by that 
body

• Meetings do need not be held within the boundaries of 
the territory over which the public agency exercises 
jurisdiction

• Meetings must have a physical location that is open to 
the public unless the governing body’s presiding officer 
has declared an emergency
• Meetings held under a declared emergency can be 

completely remote/virtual
RCW 42.30.070



Special Meetings
• Presiding Officer may call a Special Meeting 

• Whenever an agency has a meeting at a time other 
than a scheduled regular meeting, it is conducting a 
special meeting 

• 24 hours written notice to members and media with 
prior requests for notification on file with agency

• Notice must also be posted on agency’s website
• Action only allowed on agenda items

• No “Other Business”
• Exceptions for emergencies 

RCW 42.30.080



Meeting Structure 
• Agendas
• Agenda notice requirements apply to regular meetings

• The agenda of each regular meeting must available online no later 
than 24 hours in advance of the published start time of the meeting.  

• Minutes
• Must be taken for all meetings and made available for public 

inspection 
• Exception for executive session

• Public Comment
• Required at or before any regular meeting where final action will be 

taken 
• May be written or oral 

• Adjournments
• Presiding officer can adjourn any meeting to later date/time/location

• Includes regular, special and executive sessions
• Must post information on door of meeting being adjourned 

RCW 42.30.077, RCW 42.30.035, 
RCW 42.56.240 and RCW 42.30.090



Conditions to Attendance 
“A member of the public shall not be required, as condition 
of attendance at a meeting of a governing body, to register 
his name and other information, to complete a 
questionnaire, or other to fulfill any condition precedent to 
his or her attendance.” RCW 42.30.040

• If a group causes interruptions or disruptions and agency 
cannot restore order, agency can clear room and resume 
meeting

• Agency cannot exclude press unless press was 
disruptive

• Agency can only take action on matters on agenda

RCW 42.30.040 and RCW 42.30.050



Voting 
• No votes may be taken by secret ballot
“Any vote taken in violation of this subsection shall 
be null and void, and shall be considered an 
"action" under this chapter.” 

RCW 42.30.060



Executive Session
• Executive session allowed in limited and specific situations

• Before convening executive session, the Presiding Officer 
must state aloud on record:

• The purpose for executive session
• Specific exemption being relied upon
• When executive session will conclude

National security Data Security Breach Purchase or lease of real 
estate

Sale or lease of 
agency real estate

Review negotiations 
on performance of 
bid contracts

Complaints and charges 
against officer or 
employee

Evaluate applicants 
for employment or 
review performance 
of employees

Evaluate candidates 
for appointment to 
elective office

Discuss enforcement 
actions and litigation with 
legal counsel

RCW 42.30.110



Penalties
• Any action taken at meetings failing to comply 
OMPA are null and void 

• Penalties
• Personal liabilities to each member who knowingly 

attends a meeting in violation of the OPMA
• $500 civil penalty for first offense, $1,000 for subsequent 

violations 
• Attorney fees and costs to successful party seeking the 

remedy paid by agency 

RCW 42.30.060 and RCW 42.30.120



OPMA Resources
• Chapter 42.30 RCW

http://apps.leg.wa.gov/rcw/default.aspx?cite=42.30
• Washington State Attorney General’s Office - Open 

Government Training 
https://www.atg.wa.gov/opengovernmenttraining.aspx

• Municipal Research and Services Center - Open Public 
Meetings Act                         
http://mrsc.org/Home/Explore-Topics/Legal/Open-
Government/Open-Public-Meetings-Act.aspx

http://apps.leg.wa.gov/rcw/default.aspx?cite=42.30
https://www.atg.wa.gov/opengovernmenttraining.aspx
http://mrsc.org/Home/Explore-Topics/Legal/Open-Government/Open-Public-Meetings-Act.aspx
http://mrsc.org/Home/Explore-Topics/Legal/Open-Government/Open-Public-Meetings-Act.aspx


THE PUBLIC RECORDS ACT (PRA) RCW 42.56 
and RECORDS MANAGEMENT RCW 40.14 

Developed and Drafted By:
Department of Executive Services
Office of Risk Management Services
Public Records Program

Adapted for the Washington State 
Boundary Review Board for King County 

(WSBRBKC)
June 2023 



The intent of the people

 The people of this state do not yield their sovereignty to the agencies that serve 
them.

 The people have not given public employees the right to decide what is good for 
people to know and what is not good for them to know.

 This chapter shall be liberally construed and its exemptions narrowly construed to 
promote this public policy and to assure that the public interest will be fully 
protected.

RCW 42.56.030
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Who’s records are they?

 The residents of the state of Washington own them.

 "All public records shall be and remain the property of the state of Washington.  
They shall be delivered by outgoing officials and employees to their successors and 
shall be preserved, stored, transferred, destroyed or disposed of, and otherwise 
managed, only in accordance with the provisions of this chapter.” 

RCW 40.14.020
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What is a public record?

 Any writing
 Relating to the conduct/performance of any governmental or proprietary 

function
 Prepared, owned, used or retained by any state or local agency

RCW 42.56.010(3)
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How is “writing” defined?

 “‘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, and other documents including existing data 
compilations from which information may be obtained or translated.”  

RCW 42.56.010(4)
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Types of records
Any writing relating to the conduct/performance of any governmental or proprietary 
function.  Basically, anything prepared, owned, used or retained by a public agency.

 Agendas
 CAD files
 Calendars
 Contracts
 Databases
 Emails
 Faxes
 Forms

 Invoices
 Letters
 Meeting minutes
 Notes
 Ordinances
 Paper/hard copy
 PDFs
 Photographs

 PowerPoint presentations
 Public comment forms
 Receipts
 Spreadsheets
 Text messages
 Videos
 Voicemails
 Word documents

Regarding records held on personal devices only:
An employee’s communication is within the scope of employment only “when the job requires it, 
the employer directs it, or it furthers the employer’s interest.” 
Nissen v. Pierce County 183 Wash.2d 863 (2015)
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Recognizing a public records request (PRR)

 Public records requests do NOT have to be in writing.

 Anytime you see or hear the following words, acronyms, or similar phrases, 
consider the request to be a PRR and forward to the Executive Secretary:
 “public records request” or “PRR”
 “public disclosure request” or “PDR”
 “Freedom of Information Act Request” or  “FOIA”
 “formal records requests”
 “copies of…”
 “all records regarding…”

 Be aware of hidden requests.

7



Legal requirements in response to a public 
records request (PRR):

 Agencies are required to promptly make available for inspection and copying all 
identifiable public records unless the record falls within the specific exemptions of 
the Act or another statute.  RCW 42.56.070

 Agencies shall provide the fullest assistance to requestors.  RCW 42.56.100

 An agency must perform an adequate search in all places it reasonably believes a 
record could be. Neighborhood Alliance v. Spokane County

 A response is required in writing within five business days.  RCW 42.56.520

8



The five-day response must:

 Provide for inspection and/or a copy the record(s) requested; and/or

 Provide the internet address and link on the agency’s web site to the specific 
record(s) requested (if the individual does not have internet access, then the 
agency must provide copies or allow the requestor to view the records using an 
agency computer); and/or

 Acknowledge receipt of the request and provide a reasonable estimate of the time 
needed to respond; and/or

 Seek clarification for a request that is unclear.  If portions of the request are clear, 
the agency must respond to those portions; or

 Deny the request in accordance with the law.  A written statement must 
accompany the denial setting out the specific reasons for the denial.

RCW 42.56.520 9



The PRA does not require
 Agencies to:

 Create records, or  
 Respond to requests for information, or
 Explain records

 Requestors to:
 State their reason for the request.

 Exception: If the request is for a list of individuals for a "commercial 
purpose."  RCW 42.56.070(8) 

 Provide their names.
 Exception: If the request is for records only available to certain individuals 

(e.g., medical records, autopsy reports, etc.)

10



Legal requirements of you

 You are a steward of the public’s records.  

 Every record that you create or use to conduct WSBRBKC business is subject to 
the requirements in the PRA.

 If you receive a request, inform the Executive Secretary as soon as possible, so 
that they can respond within the five-day window. 

11



Legal requirements of you

 When you are contacted by the Executive Secretary re a PRR:
 Read the request immediately.
 Conduct a thorough search. 
 Provide all responsive records to the Executive Secretary. 

 Even if you think it can legally be withheld or another records custodian 
will produce the same record. 

 It is the responsibility of a  Public Records Officer “PRO” is to review 
records and apply any exemptions to withhold or redact. You can alert the 
Executive Secretary or the assigned PRO to any concerns you might have 
about certain records you suspect might have sensitive information.  

 It is illegal to destroy public records, even if you find them to be 
inflammatory or embarrassing.

12



Conducting WSBRBKC business on personal 
devices

 Use of personal devices (e.g., phones, tablets, computers, etc.) and personal 
accounts (e.g., email, social media, etc.) to conduct WSBRBKC business is 
considered a public record.

 As a records custodian, you are required to provide ALL responsive public records 
from your personal devices.  

 Personal information comingled in WSBRBKC-related email using can be considered 
a public record and disclosed.
 Example: 

“Committee Chair, here is the link to the article I mentioned at the meeting for 
further discussion: LINK
p.s. Are you coming to my BBQ at my house Saturday? Bring a bottle of wine of 
your choice. My address is: 123 Lane Street, Seattle, WA”

Nissen v. Pierce County 183 Wash.2d 863 (2015) 
13

https://www.atg.wa.gov/open-government-training


Exemptions

 Agencies must identify each record withheld or redacted, and the legal 
justification for doing so (e.g., exemption log). A requestor may sue based upon an 
agency’s failure to provide the justification. 

 If only a portion of a document is exempt, that portion may be redacted. The 
remainder of the document must be released. 

 Exemptions should be narrowly applied, as case law historically has ruled in favor 
of the requestor.

RCW 42.56.210(3)

14



Exemptions: Attorney Client Privilege

 Exempts a client’s request for legal advice, legal advice the attorney provides, and 
the client’s questions about that advice.

 The client must intend for the communication to be confidential.

 Does not exempt client records just because the attorney is cc’d.

15



Exemptions: Personnel Records

 All applications for public employment, including the names of applicants, resumes 
and other related materials submitted with respect to an applicant.

 When held in personnel-related records or volunteer rosters: the residential 
addresses, residential telephone numbers, personal cell phone numbers, personal 
e-mail addresses, social security numbers, driver’s license numbers, identicard 
numbers, and emergency contact information of employees or volunteers of a 
public agency.

 When held in personnel-related records or volunteer rosters: names and dates of 
birth are exempt for dependents of employees and volunteers.  

RCW 42.56.250
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Risks associated with failure to comply 
with the PRA
 Strict liability standard; no exceptions for acting in good faith.

 If the requestor prevails in a court case, they are entitled to penalties of up to $100 
per day per page, plus attorney’s fees.

17



Records with retention value
 Records management is based in RCW 40.14

 Record WSBRBKC functions and provide evidence of WSBRBKC business 
transactions.

 Are needed to provide information about actions related to WSBRBKC projects and 
activities.

 Must be available and accessible for at least the full length of their retention 
period.

 Retained based on content of record not type of record.

 WSBRBKC Retention Schedule is based off the Local Government Common 
Retention Schedule (CORE) that is published by the Washington State Archives. 
 https://www2.sos.wa.gov/_assets/archives/recordsmanagement/local-

government-common-records-retention-schedule-core-v.4.2-(august-2021).pdf 

18

https://www2.sos.wa.gov/_assets/archives/recordsmanagement/local-government-common-records-retention-schedule-core-v.4.2-(august-2021).pdf
https://www2.sos.wa.gov/_assets/archives/recordsmanagement/local-government-common-records-retention-schedule-core-v.4.2-(august-2021).pdf


Transitory records

 Have a short or no retention period.

 May be in the form of drafts or notes. 

 Are not needed to document decisions/actions of your office.

 Are not required for legal, fiscal, historical or administrative purposes.

 Are still subject to litigation, public disclosure or audit requests if they have 
not been destroyed.

19



WSBRBKC retention schedule
Title and Description Cutoff

Retention 
Period

Disposition 
Authority 
Number 
(DAN) Archival Status 

CONTRACTS, AGREEMENTS AND WARRANTIES - Records that result from the activity of managing contracts and 
agreements entered into by the agency and one or more parties that set out terms and conditions to which the 
signing parties agree or submit. Includes all post-award records needed to interpret, modify or adjust, monitor, or 
further negotiate original contract, such as change orders, compliance monitoring, addendums or other official 
contract supporting documentation.  

Completion of 
transaction or 
termination/ 
expiration of 
instrument 6 years GS50-01-11R4 Not Archival

GENERAL OFFICE ACCOUNTING - Originals and copies of office accounting records, including documentation of 
accounts payable and accounts receivable activities. 

End of 
Calendar Year 6 years

Combo Rule 
FIN-01-001 Not Archival

GENERAL OFFICE COMMUNICATIONS AND STAFF MEETINGS - This category represents records created, received and 
used when communicating within and outside the county on general topics related to the business of the county 
and the conduct of general office staff meetings.   Records may include but not limited to: general 
correspondence (not executive, elected officials or department heads); meeting minutes and agendas (not 
governing or advisory council, commissioner board); calendars; administrative procedures and instructions (not 
official agency policy); working files containing copies of information for reference (not governing, advisory, 
executive); forms and templates; training availability announcements and notices; mailing lists; travel 
arrangement; meeting arrangement.

End of 
Calendar Year 2 years

Combo Rule 
ACO-01-001 Not Archival

JURISDICTIONAL BOUNDARY CHANGE FILES-OFFICIAL - Official documentation of the agency's legal jurisdictional 
boundary, changes to its boundary (including annexation or incorporation), and related records documenting 
locations and physical features within the agency's jurisdiction. Records may include, but are not limited to:  
Drawings, maps, photographs (prints, slides, negatives, digital images), aerial photos;  Surveys, land survey field 
books;  Geologicaldata/geotechnical reports.

Adoption of 
boundary 
change 2 years GS50-16-09R1

Permanent / 
Archival

MEETINGS/PROJECTS-GENERAL ADVISORY COUNCILS, COMMISSIONS, COMMITTEES AND BOARDS - This category 
covers the function of managing the official records for advisory councils, commissions, committees or boards.    
Records include but are not limited to: agenda packets and all related materials, audio/visual  recordings of 
meetings, correspondence, meeting minutes, and documents produced by the advisory body such as reports, 
policy drafts and transmittals to governing bodies. Advisory body members' personal notes, memos and 
correspondence (e-mail) with the advisory body should be retained as ACO-01-001, General Office Communications 
and Staff Meetings.

End of 
Calendar Year 6 years GS2012-027 Potentially Archival

PROJECT FILES - This category covers county projects not covered by more specific categories. 
Completion of 
project 6 years GS50-01-39R1 Potentially Archival

RESEARCH/PROGRAM REPORTS, STUDIES, SURVEYS, MODELS AND ANALYSES - This category includes research 
reports, studies, surveys, models and analyses that are not covered by a more specific category.  

Obsolete or 
Superseded 6 years GS50-01-32R1 Potentially Archival20

https://kingcounty.gov/depts/records-licensing/records-management/schedules.aspx

https://kingcounty.gov/depts/records-licensing/records-management/schedules.aspx


PRA resources

 Chapter 42.56 RCW
https://apps.leg.wa.gov/rcw/default.aspx?cite=42.56

 Washington State Attorney General’s Office - Open Government Training 
https://www.atg.wa.gov/opengovernmenttraining.aspx

 Municipal Research and Services Center – Public Records Act                         
https://mrsc.org/explore-topics/legal/open-government/public-records-act 
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https://apps.leg.wa.gov/rcw/default.aspx?cite=42.56
https://www.atg.wa.gov/opengovernmenttraining.aspx
https://mrsc.org/explore-topics/legal/open-government/public-records-act


Records management resources 

 King County Records Management Program
 https://kingcounty.gov/depts/records-licensing/records-management.aspx

 Washington State Attorney General’s Office - Open Government Training – Records 
Management
 https://www.atg.wa.gov/lesson-4-records-management-and-retention-basics-

rcw-4014
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File Date Rec Filed Exp/45 Entity Entity Type Action Annexation
Method

Name Board Action Date Closed Final/Ord Parcel Nos. No. of Parcels Total Acres

2421 12/27/2024 1/3/2025 2/18/2025 W & S: NE SAMM S &W
DIST

WATER AND SEWER
DISTRICT

ANN PETITION PARKLANE SWR APV/45/01/08/2025 2/18/2025 ORD.19910, RES. 4375 1240100082 1 1

2420 7/17/2024 7/30/2024 9/13/2024 W & S: SAMM PLATEAU W
& S

WATER AND SEWER
DISTRICT WTR DE

WITHDRAWAL
RESOLUTION
RCW 57.28

AMES LAKE ROAD APV/45/09/12/2024 9/13/2024 ORD. 19834, RES. 5283
2425069059, 2425069026, 2425069012, 252506

4 25

2419 4/10/2024 4/17/2024 6/2/2024 WD: COVINGTON WATER DISTRICT ANN PETITION SCHNEIDER WTR APV/WAIVER
05/09/2024

5/9/2024 ORD. 19773, RES. 4683 2022069098 1 0.49

2418 2/22/2024 2/24/2024 4/8/2024 C: REDMOND CITY ANN PETITION NE 97TH STREET APV/45/03/14/2024 4/9/2024 ORD. 3165

0325059160, 0325059155, 0325059155,
0325059134, 0325059039, 0325059045,
0325059052, 0325059108, 0325059053,
0325059087, 0325059082, 0325059093,
0325059257

13 13.5

2417 10/27/2023 10/27/2023 12/11/2023 W & S: SOOS CREEK W & S WATER AND SEWER
DISTRICT ANN PETITION LAKEPOINTE SWR APV/45/11/09/2023 12/12/2023 ORD. 19737, RES. 3845

S
2922069162, 1922069041, 3022069001,
2022069152, 2022069012 5 79.9

2416 10/5/2023 10/10/2023 11/27/2023 C: AUBURN CITY ANN
RESOLUTION
RCW
35.10.271(2)

THE BRIDGES APV/45/11/09/2023 11/28/2023 ORD. 6928

https://cdn.kingcounty.gov/ /media/king
county/independent/governance and
leadership/government oversight/boundary
review board/docs/nois/2416
parcels.pdf?rev=bfb344bbbb6747a2a082a4dd
7e64e2b8&hash=3C079BA04A3D64A02FED18
5A33583E20

443 156

2415 3/31/2023 3/31/2023 5/15/2023 C: PACIFIC CITY SAC INTERLOCAL
AGREEMENT

GREEN VALLEY FARMS SAC APV/45/04/13/2023 5/19/2023 RES. 2023 876 3621049016, 3621049077 2 20.5

2414 2/28/2023 2/28/2023 4/17/2023 WD: COVINGTON WATER DISTRICT ANN PETITION HUB WTR APV/45/03/09/2023 4/25/2023 ORD. 19622, RES 4618 4127000805, 4127000860, 4127000861 3 46.05
2413 10/17/2022 10/26/2022 12/12/2022 C: ENUMCLAW CITY ANN PETITION GRACE POINT APV/45/11/10/2022 12/20/2022 ORD. 2749 7792000015, 7792000020 2 1.23

2412 9/26/2022 9/28/2022 11/14/2022 W & S: SAMM PLATEAU W
& S

WATER AND SEWER
DISTRICT

ANN PETITION SILER RIDGE WTR APV/45/11/10/2022 11/18/2022 ORD. 19554 1225069051, 1225069050, 135069091,
1225069049, 1225069013, 135069005 6 120

2411 8/9/2022 8/15/2022 9/29/2022 W & S: SAMM PLATEAU W
& S

WATER AND SEWER
DISTRICT ANN PETITION NE 1ST & JUNIPER SWR

ANNE APV/45/09/22/2022 9/29/2022 ORD. 19519

8843500209, 8843500208, 8843500205,
8843500150, 8843500121, 8843500120,
8843500124, 8843500136, 8843500138,
8843500145 10 12

2410 8/9/2022 8/15/2022 9/29/2022 W & S: SAMM PLATEAU W
& S

WATER AND SEWER
DISTRICT

ANN PETITION M BROOKE FARMWTR ANN APV/45/09/22/2022 9/29/2022 ORD. 19518 2425069002, 2525069003 2 80
2409 7/29/2022 8/2/2022 9/16/2022 FD: KCFD # 43 FIRE DISTRICT ANN PETITION VANDER WOUDE ANNEX APV/45/08/11/2022 9/16/2022 ORD. 19520 0822079034 1 1.36

2408 6/30/2022 7/5/2022 8/19/2022 W & S: SAMM PLATEAU W
& S

WATER AND SEWER
DISTRICT SWR DE

WITHDRAWAL
RESOLUTION
RCW 57.28

ISSAQUAH HIGHLANDS APV/45/08/11/2022 8/19/2022 RES. 5139 NOT PROVIDED IN A LISTABLE FORMAT
NOT PROVIDED
IN A LISTABLE
FORMAT 27

2407 6/30/2022 7/5/2022 8/19/2022 W & S: SAMM PLATEAU W
& S

WATER AND SEWER
DISTRICT WTR DE

WITHDRAWAL
RESOLUTION
RCW 57.28

ISS H'LANDS & URBAN VILLA APV/45/08/11/2022 8/19/2022 RES. 5138 NOT PROVIDED IN A LISTABLE FORMAT
NOT PROVIDED
IN A LISTABLE
FORMAT 247

2406 5/2/2022 5/3/2022 6/17/2022 WD: COVINGTON WATER DISTRICT ANN PETITION STATION BY VINTAGE APV/45/05/12/2022 6/17/2022 ORD. 19468 3622059057 1 2.33

2405 1/7/2021 1/11/2021 2/25/2021 FD:NORTHSHORE F.D. FIRE DISTRICT MERGER

ELECTION
METHOD
MERGER RCW
52.06

NORTHSHORE WOODINVILLE APV/45/02/11/2021 2/25/2021 REJECTED BY VOTERS NOT PROVIDED IN A LISTABLE FORMAT
NOT PROVIDED
IN A LISTABLE
FORMAT 28,880

2404 10/1/2020 10/8/2020 11/22/2020 C: RENTON CITY ANN PETITION GRAVES ANNEX. APV/45/11/12/2020 11/23/2020 ORD. 6011

3664500338, 3664500006, 3664500009,
3664500008, 3664500330, 3664500007,
3664500320, 1457500044, 1457500045,
1457500046, 1457500043, 1457500047,
1457500050, 1457500051, 1457500054,
1457500049, 1457500048, 1457500055,
1457500053

19 21.4
2403 9/21/2020 11/5/2020 WD: COVINGTON WATER DISTRICT ANN PETITION JACKSON DEAN ANNEX. APV/45/10/08/2020 11/5/2020 ORD. 19190 2022069011 1 6.47

2402 6/3/2020 6/4/2020 7/19/2020 C: ENUMCLAW CITY ANN PETITION MT. RAINIER CHRISTIAN CTR. APV/45/05/14/2020 7/20/2020 ORD. 2691 2220069097, 2220069170 2 6.87

2401 4/1/2020 4/15/2020 5/30/2020 C: FEDERAL WAY CITY ANN PETITION S. 320th STREET ANNEX. APV/45/05/14/2020 5/18/2020 ORD. 20 892
0921049028, 0921049139, 0921049206,
0921049187, 0921049140, 0921049160,
0921049206 7 21

2400 2/6/2020 2/6/2020 3/22/2020 C: ENUMCLAW CITY ANN PETITION MT. RAINIER CHRISTIAN CTR APV/45/02/13/2020 WITHDRAWN WD SEE FILE NO. 2402 2220069097, 2220069170 2 8.7

2399 12/19/2019 12/19/2019 2/2/2020 W & S: NE SAMM S &W
DIST

WATER AND SEWER
DISTRICT

ANN SRIRAM SEWER ANNEX. APV/45/01/09/2020 2/3/2020 ORD. 19072

2398 12/18/2019 12/18/2019 2/1/2020 WD: COVINGTON WATER DISTRICT ANN PACIFIC RACEWAYS APV/45/01/09/2020 2/3/2020 ORD. 19071
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