SPANAWAY WATER COMPANY, Inc.
POST OFFICE BOX 1000
SPANAWAY, WASHINGTON 98387-1000
(253) 531-9024

MEMBER BOOKS AND RECORDS REQUEST FORM

All process and procedures shall be in accordance with the most current Spanaway Water Company ‘Books
and Records Request Policy’. In order to allow Spanaway Water Company (“SWC”) to efficiently process
requests for books/records from its members, please complete this form. You will be asked to pay
reproduction costs of $0.15 per page, any applicable mailing costs, and $40.00 per hour for labor costs incurred
in researching and making copies responsive to the request if applicable. You will be required to pay, as an
advance deposit, some or all of SWC’s estimated costs to respond to your request. The full amount of the
actual charges, less the amount of any deposit, shall be due and payable prior to your receipt of the records
requested. Photographing original documents is not allowed.

It is important that you state the purpose for your books/records request in the space indicated below since
requests that do not state a proper purpose shall be denied in compliance with Washington State law. If your
request is denied, SWC will provide you with a written explanation of the reason for the denial of your request.
You may appeal the denial of your request to SWC’s Board of Directors. In that event, the Board of Directors
shall make a final decision as to your records request at its next regular Board meeting.

Any use of information provided by SWC in response to a books/records request for purposes other than as
stated on this form (or which is used in violation of Washington State or federal law) is prohibited and may
cause SWC to institute appropriate legal action against the person/entity who requested and/or misused such
information.

SECTION BELOW TO BE COMPLETED BY THE REQUESTING PARTY

Name of Requesting Party:

Address:

Best Contact Telephone Number:

Date of Request: E-mail Address:

Are you a member of SWC? Yes No Account #

Specific Document(s) Requested (add additional pages if necessary):

Specific Purpose of the Request (add additional pages if necessary):
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Acknowledgment and Certification of the Requesting Party:

I hereby certify that: (1) 1 am a member of SWC; (2) the information | have requested is for no person or
entity’s use other than those specified above; (3) | will use the requested information only for the purpose
stated above; and (4) | will not sell the information provided and will duplicate it only for use for the stated

purpose above. | agree to pay all applicable charges associated with my request.

Printed Name and Signature:

Date and Time:

SWC Employee Witnessing the Above Signature:

Printed Name, Title, and Signature:

Date and Time:

SECTION BELOW FOR USE BY SWC STAFF ONLY

To Be Completed As Applicable

Date and Initials of SWC Employee Performing
the Listed Action

Action

1. 1. Request Received

2. 2. Member status verified. Member since

3. 3. Request denied because no proper purpose for
the request is stated.

4. 4. Requesting party informed no
books/documents responsive to the reguest exist.

5. 5. Requesting party informed the estimated costs
to respond to the request are:
$

6. 6. Requesting party deposited the estimated costs
with SWC.

7. 7. Request denied because requesting party
declined to pay the estimated costs to respond to
their request.

8. 8. Requesting party informed copies of requested
documents are ready.

Actual Cost: $
9. 9. Documents delivered to requesting party.

Final payment received or refund of deposit made
(as applicable).
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