
 
 Kitsap Regional Library Policies and Procedures Handbook, Revised 08.31.2023 

 
 

Instructions for Submitting a Public Records Request 
 

Kitsap Regional Library (Library) is a public agency that fully complies with Washington’s Public 
Records Act. The Library will provide a requestor with the “fullest assistance,” as required by 
law to provide access to its public records for inspection or copying, except those exempted or 
prohibited by law, in accordance with these procedures.  Requests that could be used to 
identify library patrons and/or their use of library materials or information are exempted from 
public disclosure to protect patron privacy, RCW 42.56.310.  Certain other exemptions including 
personnel matters and items relating to land acquisition, labor negotiations, and national 
security, among others, are identified in RCW 42.56.210, et seq. 

 
A public records request must be made in writing using one of the methods listed below and 
submitted to the Public Records Officer: 

 Online Public Records Request form available at www.krl.org/publicrecords/. 

 By letter addressed to:  Public Records Officer, Kitsap Regional Library, 1301 Sylvan 
Way, Bremerton, WA, 98310. 

 By fax to (360) 860-5065. 

 By email request to:  precords@krl.org. 
 
A person who elects not to use the Request for Public Records Form shall include in his/her 
request the following information: 

(a) Name and address of requestor; 

(b) Contact information, including telephone number and email address; 

(c) The date and time of day of the request. 

(d) A description of the requested record(s) adequate for the Public Records Officer to 
locate the record(s); and 

(d) Whether the requestor seeks to inspect the records, receive a copy of them, or inspect 
the records first and then consider selecting records to copy; and 

 
An acknowledgement of the public records request will be provided within 5 business days of 
receipt of the request.  In calculating the 5-day response time, the day the request was 
received, legal holidays, and Saturday and Sunday are excluded. 
 
Questions?  Please see the Public Records Library Policy for more details on our website or 
contact Tammy Jeffries, Executive Assistant and Public Records Officer, at precords@krl.org or 
360-405-9158.   

http://apps.leg.wa.gov/rcw/default.aspx?cite=42.56.310
http://apps.leg.wa.gov/rcw/default.aspx?cite=42.56
http://www.krl.org/publicrecords/
mailto:precords@krl.org
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.krl.org%2Fwp-content%2Fuploads%2Fsites%2F136%2F2023%2F08%2FPublic-Records-Policy.pdf&data=05%7C01%7Ctjeffries%40krl.org%7Ccf6c4875cebf4a2e7dde08db976e5664%7C708e1943031c4712a32344099d8249d1%7C1%7C0%7C638270272413852364%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=VdKjh0KmirPBffHTFEWHUwd9LdBnWb1e0P5mfx6P4EQ%3D&reserved=0
mailto:precords@krl.org


 Kitsap Regional Library Policies and Procedures Handbook, Revised 08.31.2023 

 
 
 

REQUEST FOR PUBLIC RECORDS FORM 
 
The Kitsap Regional Library is a public agency that fully complies with Washington’s Public 
Records Act. Kitsap Regional Library will provide access to its public records for inspection or 
copying, except those exempted or prohibited by law (RCW 42.56, in accordance with the 
instructions attached to this Request For Public Records Form and Public Records Library Policy 
 
Requests will be made using the following form or by providing the same information in writing: 
 
Name 

 

 
Address 

 

 
Phone 

  
Date of Request 

 

 

Email 
Address 

 

 
 

 
Time of Request 

 

 
Records Requested.  If the name of the record is not known, please provide an adequate 
description for the Public Records Officer to locate the records. 

 

 
 

 
 

 
 

 
 

 

 
Select one of the following: 

□ I wish to inspect the requested records by: 
o Making an appointment to view the records 
o Accessing via an online link; OR 

□ I wish to receive a copy of the requested records; OR 

□ I wish to inspect the requested records first, and then consider selecting records 
to copy. 

Signature ______________________________________________________________________ 

Questions?  Please see the Public Records Library Policy for more details on our website or 
contact Tammy Jeffries, Executive Assistant and Public Records Officer, at precords@krl.org or 
360-405-9158. 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.krl.org%2Fwp-content%2Fuploads%2Fsites%2F136%2F2023%2F08%2FPublic-Records-Policy.pdf&data=05%7C01%7Ctjeffries%40krl.org%7Ccf6c4875cebf4a2e7dde08db976e5664%7C708e1943031c4712a32344099d8249d1%7C1%7C0%7C638270272413852364%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=VdKjh0KmirPBffHTFEWHUwd9LdBnWb1e0P5mfx6P4EQ%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.krl.org%2Fwp-content%2Fuploads%2Fsites%2F136%2F2023%2F08%2FPublic-Records-Policy.pdf&data=05%7C01%7Ctjeffries%40krl.org%7Ccf6c4875cebf4a2e7dde08db976e5664%7C708e1943031c4712a32344099d8249d1%7C1%7C0%7C638270272413852364%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=VdKjh0KmirPBffHTFEWHUwd9LdBnWb1e0P5mfx6P4EQ%3D&reserved=0
mailto:precords@krl.org

