
CITY OF OAK HARBOR 
Clerk’s Office ● 865 S.E. Barrington Drive ● Oak Harbor, WA 98277 

 Phone:  360-279-4539 ● Fax:  360-279-4507● Website:  www.oakharbor.org 
______________________________________________________________ 

REQUEST FOR PUBLIC RECORDS 
RCW 42.56 

 
 
 
INSTRUCTIONS:        
 
Employee receiving the request completes Section 1, except the 
request number.  Requester completes Section 2 if made in person. 
Otherwise employee shall complete it.  Attach legal or other 
explanatory documents.  Unless the request can be fulfilled within 5 
days from the respective Department, route this form to the Clerk to 
complete Section 3.  Employee notifying requester completes 
Section 4.   
 

This completed form is an open public document and may be released by any requester. 
SECTION 2:     RECORDS REQUEST 
Name of Requester: 
 

Phone: Email address: 

Address: 
 

City: State: Zip:  

I wish to:      □ inspect/review       □ receive a copy of the following specific records 
 
 

Request made: 
□  in person 
□  by phone 
□  by fax 
□  by mail 
□  by email 
Attach request 
 

I understand per RCW 42.56.520 the City will respond within 5 business days either by providing the information 
requested, provide a reasonable estimate as to when the records will be produced, or by denying the request.   
 
I understand Oak Harbor Municipal Code, Chapter 1.14 governs the procedures and charges for public records. 
 
I declare under penalty of perjury under the laws of the State of Washington that the list of individuals obtained 
through this request for public records will not be used for commercial purposes, RCW 42.56.070. 
 
Note:  If an installment of records is not claimed or reviewed WITHIN 30 DAYS of receipt of notice, the City is 
NOT obligated to fulfill the balance of the request.  The City must receive payment before releasing records. 
 
Signature:_______________________________________________  Date: ________________________________ 
 
SECTION 3:      AGENCY RESPONSE 
Records are Subject to Current Fee Schedule 
□   Allow Access                                                                      □   Number of pages provided ______________ 
□   The requested records do not exist                                 □   Charges ______________________________  
□   Deny Access, see letter and exemption log attached              _____________________________________ 
□   Exemption Log  
SECTION 4:     REQUESTER NOTIFICATION 
Name of  
person notified: 
 

Date: Time: 

 
□  in person      □  by phone 
□  by mail          □  by email 
 

I made the City’s final response as stated. 
 
Signature: 
Routing:     □   Original to City Clerk        □   Copy to Requester 

SECTION 1: FOR CITY USE ONLY 
Date: 
 
Request No.: 
 
Department: 
 
Received by: 
 
Routed to Clerk by: 
 

http://www.oakharbor.org/


 
PUBLIC RECORDS FEE SCHEDULE 

 
Tax will only be charged on Maps & Plans printed from the Plotter (WAC 44-14-07001).  

 
BLACK & WHITE COPIES / COLOR COPIES 
 

 
Copy Size    Cost to Public 
  
8.5” x 11”    $0.15/copy  
 
8.5” x 14”    $0.15/copy 
 
11” x 17”    $0.15/copy 
        
 
SCANNED HARD COPIES 
 

 
Copy Size    Cost to Public 
 
8.5” x 11”    $0.07/scan 
 
8.5” x 14”    $0.07/scan 
        
 
MEDIUM & MAILING CONTAINERS 
Electronic & Paper 

 
Medium/ Container Size   Cost to Public 
 
CD-R    700 MB   52x 80 Min  $1.65/each  
    
Flash Drive “Clip It”  4GB  $8.03/each 
 
12” x 9”  Large Envelope  $0.26/each 
 
13.5” x 9.5”     Large Padded Envelope $0.51/each 
 
6” x 9”  Medium Envelope $0.17/each 
 
4” x 9.5” Small Envelope  $0.06/each 
 
CD Mailing Bubble Envelope  $0.55/each 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
PLOTTER/ WIDE FORMAT COPIES 
(PLAT MAPS, RECORDED MAPS) – Public Works 

 
US ANSI Paper Sizes   Cost to Public  
 
ANSI C 17” x 22” Bond  $4.00/copy 
ANSI C 17” x 22” Photo  $8.00/copy 
 
ANSI D 22” x 34” Bond  $4.00/copy 
ANSI D 22” x 34” Photo  $10.00/copy 
  
ANSI E 34” x 44” Bond  $5.00/copy 
ANSI E 34” x 44” Photo  $13.00/copy 
 
1 to 600 scale 36” x 42” Bond  $5.00/copy  
1 to 600 scale 36” x 42” Photo  $12.00/copy 
 
1 to 500 scale 42” x 50”  Bond  $5.00/copy 
1 to 500 scale 42” x 50”  Photo  $13.00/copy 
 
1 to 400 scale 54” x 63” Bond  $10.00/copy 
1 to 400 scale 54” x 63” Photo  $32.00/copy 
 
1 to 300 scale 72” x 84” Bond  $14.00/copy 
1 to 300 scale 72” x 84” Photo  $ 42.00/copy 
        
 
PLOTTER – Development Services 
 

 
Copy Size    Cost to Public  
 
22” X 24” Mono or Laser Bond $3.00 + tax 
 
24” X 36” Mono or Laser Bond $4.00 + tax 
 
36” X 48” Mono or Laser Bond $6.00 + tax 
        
 
WIDE FORMAT COPIER – Development Services 
 

 
Copy Size    Cost to Public  
 
22” X 24” Mono or Laser Bond $2.00 
 
24” X 36” Mono or Laser Bond $3.00 
 
36” X 48” Mono or Laser Bond $4.00 
 
Plat Maps, recorded maps  $3.00 
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