	Public Records
	Public Records

	Agency or Institution
	Olympic College

	Name of the public records officer
	Jennifer Hayes

	Email address of the public records officer
	jhayes@olympic.edu

	Records Request Fees
	 

	Are there website instructions on how to request records from the agency?
	Yes

	
	 

	Agency Website
	Website

	Is there a specific form to be used by requesters?
	Yes

	
	 

	How to obtain the request form
	On the website, by email, by phone or fax.

	Ways to request information
	Email, Postal mail, FAX

	Other Info
	We take verbal and phone requests but can serve the public more effectively if a form is used.

	Contact information for verbal requests
	Jennifer Hayes, Communications Department, College Service Center, 544, Olympic College, 1600 Chester Ave, Bremerton, WA 98337

	Phone number for phone requests
	360.475.7106.

	Email address for email requests
	communications@olympic.edu

	Postal address for requests through the mail
	Jennifer Hayes  Olympic College  1600 Chester Ave., Bremerton, WA 98337

	Web address of online form
	www.olympic.edu/Campuses/AboutOC/Communications/publicinformation.htm

	Fax number for Fax requests
	360.475.7232

	Public records request fee schedule (URL)
	www.olympic.edu/Campuses/AboutOC/BoardOfTrustees/Policies/

	How to obtain public records request fee schedule
	 


	Fees
	Fees

	Agency or Institution
	Olympic College

	Agency Policies for Public Records Requests
	 

	How to Obtain Public Records
	 

	Per page copy fee for the public to make their own copies.
	10 cents

	Per page copy fee for agency staff to make copies. 
	10 cents

	Is there a policy for waiving copying fees?
	 

	Per page digital record fee for records requests.
	None at this time.

	What is your agency’s fee per CD, if digital copies are provided on a CD?
	None at this time.

	Are electronic copies of records available via email or CD?
	Yes

	Charge for copies of audio records.
	None at this time.

	Charge for existing video records.
	None at this time.

	The charge for a certification page and/or each additional page.
	 

	Charge for producing a written transcript from an audio record. 
	None at this time.

	Charge for records research.
	 


