
Cowlitz 911 Public Authority Board of Directors 
 Meeting Agenda 

Wednesday March 18th, 2026 @ 10:00 AM 
Hybrid – Cowlitz 911 & Zoom 

1. Call to Order and Introductions 
2. Approval of the Agenda – Board Action 

Recommended Action: A motion to approve the agenda as presented.
3. Approval of Meeting Minutes - Board Action 

A. 02/18/2026 Meeting Minutes 

Recommended Action: A motion to approve the meeting minutes from 02/18/26. 

4. Public Comment 
A. The public comment period allows any member of the public to speak to any item that is not 

on the regular agenda.  There is a time-limitation of 3 minutes.  All comments should be 
directed to the Chair. 

5. Payables – Board Action
  

The following transactions are approved as presented 

ACCOUNT TRANS NUMBER AMOUNT 
Payroll 02/19/26 
Payroll 03/05/26 

 178 – 221
 224 – 263  

$179,226.53
$161,841.03

Claims 02/19/26  222 $219,393.60
Claims 03/12/26  266 $30,434.95

TOTAL $590,896.11
 

 

Recommended Action: Motion to approve the payables as presented.

6. Annual Report 
7. Resolution 2026-001: Public Records Policy – Board Action 
8. Board Comments/Board Committee Reports 

A. LAW TAC Update 
B. FIRE TAC Update 
C. Budget Committee Update 

9. Director’s Report 
A. Staffing Update 
B. Radio Project Update  

10. Old Business: If needed 
11. Executive Session: if needed 
12. Adjournment 



Cowlitz 911 Public Authority Board of Directors 
Meeting Minutes 

Wednesday February 18th, 2026 @ 10:00 AM 
Hybrid – Cowlitz 911 & ZOOM 

Attendance
Board Members: Rich Fletcher (alternate, voting); Alan Headley; Brad Thurman; Charlie Worley; 
Bill LeMonds; Robert Huhta; Rick Dahl; Jen Wills 
Staff: Briana Graham; Darr Kirk; Jerry Jensen; Michelle Arrowsmith; Jessica Weygandt; Jennifer 
Johnson (general counsel); Tim Hanigan (general counsel) 
Guests: Brad Hannig; Troy Brightbill; Jason Kester; Ralph Herrera; Spencer Salley; Vic Leatzow
Board Members Absent and No Alternate: Wayne Nichols

1. Call to Order and Introductions  
Huhta called the meeting to order at 10:01 AM.  

2. Approval of the Agenda 
Recommended Action: A motion to approve the agenda as presented. 
Headley made a motion to approve the agenda as presented. Wills seconded; all in favor, motion 
carried.  

3. Approval of Meeting Minutes  
A. January 21, 2026, Meeting Minutes 

Recommended Action: A motion to approve the meeting minutes from 01/21/25, meeting minutes.

Thurman made a motion to approve the 01/21/2026 meeting minutes as presented. Worley 
seconded; all in favor, motion carried.  

4. Public Comment 
The public comment period allows any member of the public to speak to any item that is not on the 
regular agenda.   

5. Payables: 

ACCOUNT TRANS NUMBER AMOUNT 
Payroll 01/26/26
Payroll 01/29/26 

83 – 84  
 110 – 115  

$39,613.78
$17,352.24

Payroll 02/05/26 116 – 156 $169,904.34
Claims 01/26/26
Claims 01/29/26

 85 – 106 
 107 – 109  

$226,016.11
$3,529.43

Claims 02/12/26  161 – 176  $133,458.92
TOTAL $589,874.82

 

Recommended Action: Motion to approve the payables as presented.

Fletcher made a motion to approve payables as presented. Headley seconded; all in favor, motion 
carried. 

6. Finance Report – Will be adding dates to the finance report moving forward.  
7. Board Comments/Board Committee Reports – Wills notified the Board of the Board member 

changes taking effect for the City Council Representatives, Wayne Nichols as primary and Chris 
Bryant as alternate. 



 

A. LAW TAC Update: Troy Brightbill will be stepping away from the Law Tac group and there will 
be a new chair and vice chair selection at the next meeting.

B. FIRE TAC Update: Mostly went over old business. We have asked fire to help us with training 
new dispatchers by taking them out on apparatus to help them get a better understanding of 
what they are dispatching.

C. Budget Committee Update: Consists of Huhta, Thurman, Worley and Headley. The first 
meeting will be scheduled during March, prior to the next meeting.

8. Director’s Report
A. Staffing Update: One dispatcher resigned last week so we are down to 23 dispatchers. We 

have about 25 applicants we are processing now to do the next 2 hire ahead, shooting for a 
May or June start date. Should have half our trainees signed off by then. We had our annual 
employee banquet dinner at the end of January. 

B. Radio Update: We have slowly been switching over frequencies to the new network. We have 
expanded LTAC, Longview and Ops 3 to all sites. They are up and running on the new system 
and the feedback has been positive. This change did not expand coverage; it improved it in 
the areas. Kelso is up next, then County, Fire and Fire Page will follow, and the last one will 
be County Public Works. Jerry has been working diligently on our federal grant. Planning on 
getting our packets in the first week of March. Some Board members may receive calls and 
may be asked for letters.  

9. Old Business: N/A 
10. Executive Session: N/A
11. Adjournment: 10:17 AM

 

________________________ 
Robert Huhta, Board Chair

Attest:

____________________
Briana Graham, Clerk of the Board



CHECK REGISTER
COWLITZ 911 Time: 17:18:22 Date: 02/17/2026

02/19/2026 To: 02/19/2062 Page: 1

Trans Date Type Acct # Chk # Claimant Amount Memo

211 02/19/2026 Payroll 1 EFT COWLITZ COUNTY TREASURER'S 
OFFICE (IRS)

32,653.13 941 Deposit for Pay Cycle(s) 
02/19/2026 - 02/19/2026

212 02/19/2026 Payroll 1     14043 KAISER FOUNDATION HEALTH 
PLAN INC

18,900.76 Pay Cycle(s) 02/05/2026 To 
02/05/2026 - MEDICAL-KAISER; 
Pay Cycle(s) 02/19/2026 To 
02/19/2026 - MEDICAL-KAISER

213 02/19/2026 Payroll 1     14044 WASHINGTON STATE DEPT OF 
RETIREMENT

16,657.57 Pay Cycle(s) 02/19/2026 To 
02/19/2026 - PSERS2; Pay Cycle(s) 
02/19/2026 To 02/19/2026 - 
PERS2; Pay Cycle(s) 02/19/2026 To
02/19/2026 - PERS3

178 02/19/2026 Payroll 2 EFT 2,645.68
179 02/19/2026 Payroll 2 EFT 4,000.58
180 02/19/2026 Payroll 2 EFT 1,541.91
181 02/19/2026 Payroll 2 EFT 2,000.99
182 02/19/2026 Payroll 2 EFT 2,545.82
183 02/19/2026 Payroll 2 EFT 2,614.76
184 02/19/2026 Payroll 2 EFT 2,405.42
185 02/19/2026 Payroll 2 EFT 1,019.84
186 02/19/2026 Payroll 2 EFT 3,177.51
187 02/19/2026 Payroll 2 EFT 2,475.83
188 02/19/2026 Payroll 2 EFT 2,581.34
189 02/19/2026 Payroll 2 EFT 1,968.29
190 02/19/2026 Payroll 2 EFT 2,675.99
191 02/19/2026 Payroll 2 EFT 3,841.03
192 02/19/2026 Payroll 2 EFT 2,423.43
193 02/19/2026 Payroll 2 EFT 2,262.36
194 02/19/2026 Payroll 2 EFT 4,099.79
195 02/19/2026 Payroll 2 EFT 3,161.75
196 02/19/2026 Payroll 2 EFT 3,727.49
197 02/19/2026 Payroll 2 EFT 2,274.08
198 02/19/2026 Payroll 2 EFT 1,950.57
199 02/19/2026 Payroll 2 EFT 1,884.24
200 02/19/2026 Payroll 2 EFT 2,262.35
201 02/19/2026 Payroll 2 EFT 4,265.51
202 02/19/2026 Payroll 2 EFT 2,376.46 Final paycheck
203 02/19/2026 Payroll 2 EFT 2,483.35
204 02/19/2026 Payroll 2 EFT 3,177.13
205 02/19/2026 Payroll 2 EFT 3,170.09
206 02/19/2026 Payroll 2 EFT 2,714.66
207 02/19/2026 Payroll 2 EFT 4,086.87
208 02/19/2026 Payroll 2 EFT 2,786.41
209 02/19/2026 Payroll 2 EFT 4,590.61
210 02/19/2026 Payroll 2 EFT 2,616.14
214 02/19/2026 Payroll 2 EFT CAPSCO 72.50 Pay Cycle(s) 02/19/2026 To 

02/19/2026 - ASSN FEE
215 02/19/2026 Payroll 2 EFT COWLITZ 911 EMERGENCY 

SERVICES ASSN
1,097.50 Pay Cycle(s) 02/19/2026 To 

02/19/2026 - UNION DUES; Pay 
Cycle(s) 02/19/2026 To 
02/19/2026 - INITIATION FEE

216 02/19/2026 Payroll 2 EFT EMPOWER TRUST (401A) 3,795.00 Pay Cycle(s) 02/19/2026 To 
02/19/2026 - 401A MATCH; Pay 
Cycle(s) 02/19/2026 To 
02/19/2026 - 401A ED EMPLOYER 
CONT



CHECK REGISTER
COWLITZ 911 Time: 17:18:22 Date: 02/17/2026

02/19/2026 To: 02/19/2062 Page: 2

Trans Date Type Acct # Chk # Claimant Amount Memo

217 02/19/2026 Payroll 2 EFT EMPOWER TRUST (457B) 5,366.79 Pay Cycle(s) 02/19/2026 To 
02/19/2026 - 457(b) - DEF COMP; 
Pay Cycle(s) 02/19/2026 To 
02/19/2026 - 457(b) DEF COMP- 
AFTER TAX

218 02/19/2026 Payroll 2 EFT HRA VEBA 7,700.00 Pay Cycle(s) 02/19/2026 To 
02/19/2026 - VEBA

219 02/19/2026 Payroll 2 EFT REHN AND ASSOCIATES 425.00 Pay Cycle(s) 02/19/2026 To 
02/19/2026 - HSA

220 02/19/2026 Payroll 2 EFT HRA VEBA Incorrect amount.
221 02/19/2026 Payroll 2 EFT HRA VEBA 750.00 02/19/2026 PR J.HLOUSEK VEBA 

CONTRIBUTION

001 179,226.53

179,226.53 Payroll: 179,226.53

**CERTIFICATION/AUTHORIZATION STATEMENT**

I, the undersigned, do hereby certify that all information recorded in the check register, including all transactions, 
debits, credits, and balances, is true, accurate, and complete to the best of my knowledge and belief. The 
services rendered or the labor performed as described herein, that any advance payment is due and payable 
pursuant to a contract or is available as an option for full or partial fulfillment of a contractual obligation and that 
the claim is a just, due and unpaid obligation against Cowlitz 911, and that I am authorized to authenticate and 
certify to said claim. 

          _______________________________                ___________________
           Budget Finance Manager, Signature                        Date

We have reviewed the claims listed in this report, and we approve payment with our signatures below.

          _______________________________                ___________________
          Executive Director, Signature                                  Date

          _______________________________                ___________________
          Board Chair, Signature                                           Date

02/17/2026



CHECK REGISTER
COWLITZ 911 Time: 14:19:10 Date: 03/12/2026

03/05/2026 To: 03/05/2026 Page: 1

Trans Date Type Acct # Chk # Claimant Amount Memo

256 03/05/2026 Payroll 1 EFT COWLITZ COUNTY TREASURER'S 

257 03/05/2026 Payroll 1         0 WASHINGTON STATE DEPT OF 
RETIREMENT

ROUNDING ERRORS NEED TO 
CORRECT AMOUNT

224 03/05/2026 Payroll 2 EFT 2,815.81
225 03/05/2026 Payroll 2 EFT 3,602.32
226 03/05/2026 Payroll 2 EFT 1,683.78
227 03/05/2026 Payroll 2 EFT 2,306.79
228 03/05/2026 Payroll 2 EFT 3,795.42
229 03/05/2026 Payroll 2 EFT 2,991.93
230 03/05/2026 Payroll 2 EFT 2,628.48
231 03/05/2026 Payroll 2 EFT 2,734.18
232 03/05/2026 Payroll 2 EFT 4,611.69
233 03/05/2026 Payroll 2 EFT 3,392.95
234 03/05/2026 Payroll 2 EFT 3,184.77
235 03/05/2026 Payroll 2 EFT 2,246.41
236 03/05/2026 Payroll 2 EFT 2,680.86
237 03/05/2026 Payroll 2 EFT 3,845.34
238 03/05/2026 Payroll 2 EFT 2,840.98
239 03/05/2026 Payroll 2 EFT 2,537.37
240 03/05/2026 Payroll 2 EFT 4,099.36
241 03/05/2026 Payroll 2 EFT 3,163.78
242 03/05/2026 Payroll 2 EFT 4,395.21
243 03/05/2026 Payroll 2 EFT 2,686.85
244 03/05/2026 Payroll 2 EFT 2,299.09
245 03/05/2026 Payroll 2 EFT 2,453.90 FINAL PAYCHECK
246 03/05/2026 Payroll 2 EFT 3,210.21
247 03/05/2026 Payroll 2 EFT 3,998.44
248 03/05/2026 Payroll 2 EFT 2,930.70
249 03/05/2026 Payroll 2 EFT 4,012.00
250 03/05/2026 Payroll 2 EFT 4,604.96
251 03/05/2026 Payroll 2 EFT 2,720.49
252 03/05/2026 Payroll 2 EFT 4,093.63
253 03/05/2026 Payroll 2 EFT 3,149.72
254 03/05/2026 Payroll 2 EFT 4,594.30
255 03/05/2026 Payroll 2 EFT 2,618.38
258 03/05/2026 Payroll 2 EFT CAPSCO 67.50

259 03/05/2026 Payroll 2 EFT COWLITZ 911 EMERGENCY 
SERVICES ASSN

997.50

260 03/05/2026 Payroll 2 EFT

261 03/05/2026 Payroll 2 EFT

262 03/05/2026 Payroll 2 EFT HRA VEBA 8,450.00

263 03/05/2026 Payroll 2 EFT REHN AND ASSOCIATES 425.00

001 OPERATIONS 161,841.03



CHECK REGISTER
COWLITZ 911 Time: 14:19:10 Date: 03/12/2026

03/05/2026 To: 03/05/2026 Page: 2

Trans Date Type Acct # Chk # Claimant Amount Memo

161,841.03 Payroll: 161,841.03

**CERTIFICATION/AUTHORIZATION STATEMENT**

I, the undersigned, do hereby certify that all information recorded in the check register, including all 
transactions, debits, credits, and balances, is true, accurate, and complete to the best of my knowledge 
and belief. The services rendered or the labor performed as described herein, that any advance payment is 
due and payable pursuant to a contract or is available as an option for full or partial fulfillment of a 
contractual obligation and that the claim is a just, due and unpaid obligation against Cowlitz 911, and that 
I am authorized to authenticate and certify to said claim. 

          _______________________________                ___________________
           Budget Finance Manager, Signature                        Date

We have reviewed the claims listed in this report, and we approve payment with our signatures below.

          _______________________________                ___________________
          Executive Director, Signature                                  Date

          _______________________________                ___________________
          Board Chair, Signature                                           Date



CHECK REGISTER
COWLITZ 911 Time: 14:20:00 Date: 03/12/2026

02/19/2026 To: 02/19/2026 Page: 1

Trans Date Type Acct # Chk # Claimant Amount Memo

222 02/19/2026 Claims 1     14045 MICROWAVE NETWORK 
INCORPORATED

219,393.60  2025 RADIO EXPANSION 
MILESTONE IV COMPLETION OF 
INSTALL

Invoices Amount PO For

20260602 219,393.60 MILESTONE IV COMPLETION OF INSTALL

004 RADIO REPLACEMENT 219,393.60
Claims: 219,393.60

* Transaction Has Mixed Revenue And Expense Accounts 219,393.60

**CERTIFICATION/AUTHORIZATION STATEMENT**

I, the undersigned, do hereby certify that all information recorded in the check register, including all 
transactions, debits, credits, and balances, is true, accurate, and complete to the best of my knowledge 
and belief. The services rendered or the labor performed as described herein, that any advance payment is 
due and payable pursuant to a contract or is available as an option for full or partial fulfillment of a 
contractual obligation and that the claim is a just, due and unpaid obligation against Cowlitz 911, and that 
I am authorized to authenticate and certify to said claim. 

          _______________________________                ___________________
           Budget Finance Manager, Signature                        Date

We have reviewed the claims listed in this report, and we approve payment with our signatures below.

          _______________________________                ___________________
          Executive Director, Signature                                  Date

          _______________________________                ___________________
          Board Chair, Signature                                           Date



CHECK REGISTER
COWLITZ 911 Time: 15:58:23 Date: 03/12/2026

03/12/2026 To: 03/12/2026 Page: 1

Trans Date Type Acct # Chk # Claimant Amount Memo

266 03/12/2026 Claims 1     14047 US BANK (VISA) 30,434.95 ARROWSMITH USBANK SMT 
0226; AP USBANK STMT 0226; 
DBAKER USBANK STMT 0226; 
JWEYGANDT USBANK STMT 
02/26; COWLITZ 911 USBANK 
STMT 0226; DKIRK USBANK STMT 
0226; BGRAHAM USBANK STMT 
0226; DTURRENTINE USBAN

001 OPERATIONS 28,291.25
003 RADIO OPERATIONS 1,448.28
004 RADIO REPLACEMENT 695.42

Claims: 30,434.95
30,434.95

**CERTIFICATION/AUTHORIZATION STATEMENT**

I, the undersigned, do hereby certify that all information recorded in the check register, including all transactions, 
debits, credits, and balances, is true, accurate, and complete to the best of my knowledge and belief. The 
services rendered or the labor performed as described herein, that any advance payment is due and payable 
pursuant to a contract or is available as an option for full or partial fulfillment of a contractual obligation and that 
the claim is a just, due and unpaid obligation against Cowlitz 911, and that I am authorized to authenticate and 
certify to said claim. 

          _______________________________                ___________________
           Budget Finance Manager, Signature                        Date

We have reviewed the claims listed in this report, and we approve payment with our signatures below.

          _______________________________                ___________________
          Executive Director, Signature                                  Date

          _______________________________                ___________________
          Board Chair, Signature                                           Date





























Introduced by: Dannyka Baker    Date: March 18th, 2026

For Agenda of: March 18th, 2026

SUBJECT TITLE: Cowlitz 911 Public Records Policy 

ATTACHMENTS: Cowlitz 911 Public Records Policy

SUMMARY STATEMENT:

Two edits have been made to the Public Records Policy to ensure alignment with current practices 
and state guidelines. The first edit adds a specialty fee for Information Technology (IT) services
that may be required to fulfill certain public records requests. This fee would apply in situations 
where specialized technical assistance is needed, such as requests involving Automatic Vehicle 
Location (AVL) data or other records that require IT staff time to extract or prepare. The second 
edit updates the electronic delivery fee to align with the current fee allowances under the 
Washington State Public Records Act (RCW). These updates help ensure the agency remains 
compliant with state law while allowing for appropriate cost recovery when fulfilling complex 
public records requests.

RECOMMENDED ACTION: Motion to approve the Public Records Policy as presented.

Cowlitz 911
Agenda Summary Sheet

2790 Ocean Beach Highway
Longview, WA 98632
www.cowlitz911.org



Resolution 2026-001
Board Meeting:  Page 1 of 2 
03/18/2026 

RESOLUTION 2026-001

A RESOLUTION APPROVING AND ADOPTING AN UPDATED PUBLIC RECORDS 
POLICY FOR COWLITZ 911

WHEREAS, on March 13, 2018, the Cowlitz County Board of Commissioners adopted 
Cowlitz County Ordinance 18-014 which created the Cowlitz 911 Public Authority and approved 
an initial Charter; and 

 
WHEREAS, Cowlitz 911 (the "Authority") is a public corporation organized pursuant to RCW 

35.21.730 through 35.21.754; and 
 
WHEREAS, Cowlitz 911 is a public agency subject to the requirements of the Washington 

State Public Records Act, Chapter 42.56 RCW; and 
 
WHEREAS, the Public Records Act requires public agencies to adopt policies and procedures 

to ensure that public records are made available for inspection and copying in accordance with the 
law while protecting records that are exempt from disclosure; and

 
WHEREAS, Cowlitz 911 has reviewed and updated its Public Records Policy in order to 

provide clear procedures for responding to public records requests and to ensure compliance with 
Chapter 42.56 RCW; and 

 
WHEREAS, the Board of Directors finds that adoption of the updated Public Records Policy 

will promote transparency, consistency, and compliance with the Public Records Act; and
 
WHEREAS, RCW 42.56.070(3) requires agencies to maintain and make available a current 

index of public records unless the agency finds that maintaining such an index would be unduly 
burdensome and would interfere with agency operations; and 

 
WHEREAS, the Board of Directors finds that maintaining a public records index would be 

unduly burdensome and would interfere with the efficient operation of Cowlitz 911 due to the 
volume, variety, and dynamic nature of the records maintained by the agency; 

 
NOW, THEREFORE, BE IT RESOLVED by the Cowlitz 911 Board of Directors as follows: 
 
Section 1. Adoption of Public Records Policy.  The Board of Directors hereby approves and 
adopts the Cowlitz 911 Public Records Policy, attached hereto and incorporated herein by this 
reference, as the official public records policy of Cowlitz 911. 
 
Section 2. Superseding Prior Policies.  The Public Records Policy adopted by this resolution 
supersedes and replaces any prior public records policies or procedures previously adopted by 
Cowlitz 911. 



Resolution 2026-001
Board Meeting:  Page 2 of 2 
03/18/2026 

Section 3. Implementation.  The Director and the Public Records Officer are authorized and 
directed to implement the Public Records Policy and to take all actions necessary to ensure 
compliance with Chapter 42.56 RCW and other applicable laws, including making 
administrative updates to procedures as needed to maintain compliance with state law. 

Section 4. Effective Date.  This resolution shall take effect immediately upon adoption. 

ADOPTED in regular session this 18th day of March, 2026. 
 

COWLITZ 911 BOARD OF DIRECTORS
 
 
_______________________________ 
Chair of the Board, Robert Huhta 
 
ATTEST:       APPROVED AS TO FORM:
 
 
_____________________________   ____________________________
Clerk of the Board, Briana Graham   Jennifer Johnson, General Counsel 
        
 
RECOMMENDED FOR APPROVAL:
 
 
    
Darr Kirk, Executive Director 



 

Cowlitz 911 Public Records Policy

SUBJECT: PUBLIC RECORDS ACT 

A. Policy 

Cowlitz 911 provides full access to information concerning the conduct of government, 
being mindful of both individuals’ privacy rights and the desirability of the efficient 
administration of government. Cowlitz 911 has established procedures that are designed 
to assist members of the public in obtaining such access. This directive will be 
interpreted in favor of disclosure.  

B. Procedures 
 
1. Authority and Purpose  

The Revised Code of Washington (RCW) 42.56, “Public Records Act” (the act) 
requires each agency to make available for inspection and reproduction non-exempt 
“public records” in accordance with governmental guidelines.  

a) Public Record.  “Public Record” means any “writing containing information 
relating to the conduct of government or performance of any governmental or 
proprietary function prepared, owned, used or retained” by the agency.  

b) Public Records Officer. Cowlitz 911 has an assigned Public Records Officer 
who oversees compliance with the act, but other Cowlitz 911 staff members 
may assist in processing requests.  

c) Agency Responsibility. In accordance with the act, the Public Records Officer 
or designee and Cowlitz 911 will do the following:  

a. Provide the “fullest assistance” to requestors.  
b. Take reasonable actions to ensure that public records are protected 

from damage or disorganization.  
 

2. Public Records Index 

Pursuant to RCW 42.56.070, Cowlitz 911 finds that maintaining an index of public 
records would be unduly burdensome and would interfere with the efficient operation 
of the agency due to the volume, variety, and dynamic nature of the records 
maintained by the agency. Accordingly, Cowlitz 911 will not maintain a public records 
index.  

3. Making a Request for Public Records  
a) Any person wishing to inspect or obtain copies of public records maintained by 

Cowlitz 911 should submit a request using the Cowlitz 911 online records request 



system, NextRequest, located on the Cowlitz 911 website, www.cowlitz911.org.
Requestors may also complete a paper form at Cowlitz 911 during regular 
business hours, call the designated public records officer at (360)762-6824, send 
a letter, fax, or email addressed to the Cowlitz 911 public records officer, 
bakerd@cowlitz911.org. When making a request for records, the requestor 
should expect to provide the following information:  

i. Name of requestor or contact point 
ii. Address of the requestor (not mandatory) 
iii. Contact information, including telephone number and email 

address (not mandatory). Note - information needs to be sufficient 
to be able to provide or let the requesting party know when and 
how to be able to access the public records requested. (e.g., the 
requesting party may state they will call back to see if the 
responsive records are available).  

iv. Identification of the public records adequate for the public records 
officer or designee to locate the records.  

v. The date and time of day of the request.  
b. The public records officer or designee may accept requests for public 

records by telephone or in person. If the public records officer or designee 
accepts such a request, they will confirm receipt of the information and 
the substance of the request in writing.  
 

4. Processing of Public Record Requests 
a. Providing the “Fullest Assistance”. The public records officer or designee will 

process requests in the order that allows the most requests to be processed 
in the most efficient manner while preventing excessive interference with 
other essential functions of Cowlitz 911.  
 

b. Acknowledging Receipt of Request. Within five business days of receipt of 
the request, the public records officer or designee shall do one or more of the 
following:  

i. Make the records available for inspection or copying.  
ii. Provide copies of the responsive records to the requestor.  
iii. Provide an internet address and link on Cowlitz 911's website to the 

specific records requested, except that if the requestor notifies the 
agency that he or she cannot access the records through the internet, 
then the officer will provide copies of the record or allow the requester 
to view copies using an agency computer. 

iv. Provide reasonable estimate of record availability.  
v. Ask the requestor to provide clarification for a request that is unclear, 

and provide, to the greatest extent possible, a reasonable estimate of 
the time required to respond to the request if it is not clarified. 

vi. Deny the request, providing the reason for denial.  
 

c. Seeking Clarification. If the request is unclear or does not sufficiently identify 
the requested records, the public records officer or designee will seek 
clarification from the requestor. Additional time required to respond to a 



request may be based on the need to clarify the intent of the request. If the 
requestor fails to clarify the request, the public records officer need not 
respond to it and may inform the requestor that their request has been closed 
due to insufficient information. 

d. High Profile Requests. When processing a public records request that has 
the potential to be a high-profile call (calls involving investigations, high profile 
individuals and sensitive locations like schools, public facilities, hospitals, 
etc.) the request should be reviewed by the Director and Operations 
Manager. 
 

e. Protecting Privacy Rights of Others. In the event that the requested records 
contain information that may affect privacy rights of others and may be 
exempt from disclosure, the public records officer may, prior to providing the 
records, give notice to such others whose rights may be affected by the 
disclosure. Such notice should be given so as to make it possible for those 
other persons to, if necessary, seek an order from a court to prevent or limit 
the disclosure. The notice to the affected persons will include a copy of the 
request. 
 

f. Records Exempt from Disclosure. Some records are exempt from disclosure, 
in whole or in part.  

i. Pursuant to RCW 42.56.070(2), Cowlitz 911 is required to maintain a 
list identifying laws, other than those contained within the Public 
Records Act, that may exempt or prohibit disclosure of certain public 
records.  Rather than maintaining an independent list, Cowlitz 911 
hereby adopts and incorporates by reference the most current list of 
exemptions maintained by the Washington State Attorney General’s 
Office Sunshine Committee, which identifies exemptions from 
disclosure contained in the Revised Code of Washington and other 
statutes. The current list of statutory exemptions is available on the 
Attorney General’s Sunshine Committee webpage and may be 
accessed at: https://www.atg.wa.gov/sunshine-committee 

This incorporated list is intended to satisfy the requirements of RCW 
42.56.070(2). The list is not exhaustive, and additional exemptions 
may apply as provided by law. 

ii. Cowlitz 911 will evaluate each request on a case-by-case basis. 
Information that is commonly redacted from CAD event records 
provided to requesters include: Active investigations, 
gate/door/lockbox/key box/access, social security numbers, personal 
cell phone numbers of government employees, driver’s license 
numbers, identifying information of individuals that call 911 and 
request to be anonymous, and identifying information for juvenile 
victims of sex crimes. 911 audio recordings may be withheld or 
redacted when disclosure would reveal the identity of a caller who has 



requested anonymity or a juvenile victim of a sex offense, consistent 
with applicable exemptions and privacy protections. 
 

iii. If Cowlitz 911 believes a record is exempt from disclosure and should 
be withheld or redacted, the public records officer will do the following: 

1. State the specific exemption and provide a brief explanation of 
why the record or a portion of the record is being withheld 
citing the related Public Records Act section, RCW or other 
statute. 

2. If only a portion of a record is exempt from disclosure, but the 
remainder is not exempt, the public records officer will redact 
the exempt portions, provide the nonexempt portions, and 
indicate to the requestor why portions of the record are being 
redacted. 
 

iv. Cowlitz 911 does not withhold or redact any records requested from 
law enforcement agencies or prosecuting attorneys. 
 

g. Inspection of Records. Cowlitz 911 shall provide space to inspect public 
records upon request. 

i. If a requestor wishes to inspect original records at Cowlitz 911’s
facility rather than receive copies of records, the requestor may 
contact the public records officer to make arrangements to inspect 
records.  

  
h. Providing Copies of Records. In most cases, the public records officer will 

respond to requests for public records by providing the requestor with 
electronic copies of the responsive records via the online records request 
system. Whenever possible, copies of records will be provided in their native, 
electronic format. 
 

i. Providing Records in Installments. When the request is for a large number of 
records, the public records officer or designee may provide responsive 
records in installments, if they reasonably determine that it would be practical 
to provide the records in that way. 

i. If, within thirty days, the requestor fails to inspect the entire set of 
records or one or more of the installments, the public records officer 
or designee may stop searching for the remaining records and shall 
provide written notice to the requestor that the request is considered 
abandoned and closed for failure to pick up or inspect within the 30- 
day timeframe required. 
 

j. Requests for Lists of Names. The Act prohibits an agency from providing lists 
of individuals to a requestor who intends to use the list for commercial 
purposes.  When a requestor requests a list of names, the requestor must 
explain the intended use of the list and will be asked to sign a declaration 
providing that the list will not be used for commercial purposes.   



k. Bot Requests.  Cowlitz 911 may deny a Bot Request that is one of multiple 
requests from the requestor to Cowlitz 911 within a 24 hour period if it is 
established that responding to the request would cause excessive 
interference with other essential functions.  “Bot Request” means a request 
for public records that an agency reasonably believes was automatically 
generated by a computer program or script.  
 

l. Creating Records. A public records request only applies to records that exist 
at the time of the request.  The Act does not apply to requests for information 
or require Cowlitz 911 to create a new record.  Requestors cannot make 
“standing” public records requests. 

A request for information contained in electronic databases may be 
considered a valid request for records if the information can be reasonably 
extracted to produce a record that is fully or partially responsive to the 
request. 

m. Closing Withdrawn or Abandoned Request. When the requestor either 
withdraws the request or if, within thirty days, the requestor fails to claim or 
review the records or make other arrangements, the public records officer or 
designee shall provide written notice to the requestor that the request is 
considered abandoned and closed for failure to pick up or inspect within the 
30-day timeframe required. 
 

n. Later-discovered documents. If, after Cowlitz 911 has informed the requestor 
that it has provided all available records, Cowlitz 911 becomes aware of 
additional responsive documents existing at the time of the request, it will 
promptly inform the requestor of the additional documents and provide them 
on an expedited basis. This will not restart the retention period for the records 
request, the original closure date will remain the same.  
 

5. Review of Denials of Public Records 
a. Petition for Internal Administrative Review of Denial of Access. Any person 

who objects to the initial denial or partial denial of a records request may 
petition in writing (including e-mail) to the public records officer for a review of 
that decision. The petition shall include a copy of or reasonably the written 
statement by the public records officer or designee denying the request. 
 

b. Consideration of Petition for Review. The public records officer shall promptly 
provide the petition and any other relevant information to the Cowlitz 911’s 
Director. The Director will do the following: 

i. Immediately consider the petition and either affirm or reverse the 
denial within two business days following Cowlitz 911’s receipt of the 
petition or within such other time as Cowlitz 911 and the requestor 
mutually agree to.  
 



c. Judicial Review. Any person may obtain court review of denials of public 
records requests pursuant to RCW 42.56.550 at the conclusion of two 
business days after the initial denial regardless of any internal administrative 
appeal. 
 

6. Training.  

The Public Records Act is complicated, and compliance requires training. Cowlitz 
911 should provide on-going training to the following employees. 

a. All managers, supervisors and the public records officer of Cowlitz 911 shall 
receive public records training through Washington Secretary of State, State 
Archives Division or the Washington Cities Insurance Authority. 

b. The Agency public records officer shall receive on-going training. Applicable 
information learned will be shared with other Agency staff members. 

c. All Cowlitz 911 employees shall receive basic training on public records 
compliance and record retention. 
 

7. Fee Schedule 
a. Cowlitz 911 will charge for copies of public records according to the fee 

structure identified in the Public Records Act.  
i. Cowlitz 911 shall charge:  

1. Standard paper copies - $0.15 per page.  
2. Scanned records - $0.10 per page. 
3. Records uploaded to emails, or other means of electronic 

delivery - $0.05 for every four electronic files. 
4. Records transmitted in electronic format or for use of Cowlitz 

911 equipment to send records electronically - $0.10 per 
gigabyte.  

5. Digital media storage or devices - actual cost. Cowlitz 911 will 
not accept personal digital media storage devices. Records 
released will be downloaded on a USB hard drive provided by 
Cowlitz 911. 

6. Postage or delivery charges – actual cost.  
7. Specialized technical expertise to prepare or copy data 

compilations or provide customized access to data or records 
when such data compilations are not used by the agency for 
other business purposes RCW 42.56.120(3)(a)(i). Includes 
AVL data requests prepared by GIS Technician – Customized 
service charge equaling the actual cost of technical staff time 
(salary and benefits) and/or outside vendor costs.  
 

b. For large requests, or if the estimated costs of reproducing the requested 
records is over $25, Cowlitz 911 reserves the right to collect a 10% deposit of 
the estimated fee before beginning work on the request. After the deposit is 
received, the public records officer or designee will commence work. Once 
the records are available, final charges minus the deposit amount are due. 
Records will be provided after full payment is received.  



c. Cowlitz 911 may waive fees that amount to less than $5.00. 
 

d. Cowlitz requires payments to be made by check or cashier’s check only and  
to be made out to Cowlitz 911 with “Public Records” in the memo line. 
Checks can be delivered in person to Cowlitz 911’s business office or mailed 
to 2790 Ocean Beach Hwy Longview, WA 98632.  
 

e.  Government agencies, as defined by Cowlitz 911, shall not incur charges for 
public records requests. Cowlitz 911 Director is also vested with the authority 
to waive fees for other public agencies. 

 

COWLITZ 911 BOARD OF DIRECTORS  

 

___________________________________ 
Chair of the Board, Robert Huhta 

 

 

ATTEST:      APPROVED AS TO FORM: 

 

_____________________________   ______________________________ 
Clerk of the Board, Briana Graham    General Counsel 

Hanigan Law Office, PS 

        

 

 

 

 


