



We have received your
public records request.



To make sure you receive a complete response, we will:

1. Assign your request a 'Request ID'  tracking number.
2. Contact you to clarify your request, if we need to.
Tip:  Be clear and specific.  It may take extra time if we need to contact you for a clarification.
3. Coordinate with other L&I offices to locate the records* and make copies.
4. Review each record and remove confidential or exempt information, as required by law.
5. Explain in writing our response to the items you requested.
6. Make the records available to you by:
· Mailing them to the address you gave.
There may be a charge.  See rate table below.
or
· Scheduling an appointment for you to review the records at our Tumwater office. 
At that time, you may personally review the materials and decide if you wish to purchase copies.
        *Examples of copies: Photocopies, photos, audiotapes, and 
           DVDs.




Courtesy:  WA State Department of Labor and Industries



[bookmark: _GoBack]
