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SUPERIOR COURT OF THE STATE OF WASHINGTON 

FOR SAN JUAN COUNTY
350 Court Street. No. 7 

Friday Harbor, WA  98250  

 TEL (360) 370-7480  FAX (360) 370-7485 

           

Kathryn C. Loring 

        Judge 

            Jane M. Severin  

Court Administrator 

 

Request for Administrative Records  
General Rule 31.1 – Access to Administrative Records  

 

Requestor Information:  

  

Printed Name: ________________________________________________________________ 

  Last         First      MI 

Physical Address: _____________________________________________________________ 

        Street  City                  State        Zip Code 

Mailing Address: ______________________________________________________________ 

                City                  State        Zip Code 

Telephone:  (     ) _________________  (    ) ____________   FAX: (    ) __________________ 

E-mail Address:   ______________________________________________________________ 

Signature: _________________________________________________ Date: _____________ 

 

Description of Requested Record (s).  Administrative Record: a public record created or 

maintained by a court or judicial agency that relates to the management, supervision, or 

administration of the court or judicial agency. See GR 31.1  

It is important to be as specific as possible as to name, location, date, and type of record 

requested. (Please use additional sheets as necessary.) 

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________ 

 This is a request to inspect the records identified above. 

 This is a request for copies of the records identified above. 

 Other:   

Explain please: _______________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________

____________________________________________________ 
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Procedures:  

 

(1)  The Superior Court Public Records Officer will respond within five (5) working days from 

receipt of this administrative records request. 

 

(2)  The procedures, the fee structure for providing records, and the process for appealing 

the decisions of the Superior Court Public Records Officer can be found at the San Juan 

County Superior Court web site: Judicial Administrative Records | San Juan County, WA 

(sanjuancountywa.gov)  

 If you would like a printed copy of the procedures, please contact the Superior Court 

Public Records Officer using the information noted below.   

 

(3) Any fees charged must be paid in advance of records being released.  

 

  Viewing records at Courthouse: No Charge  Research Fee: $30.00/hour after first hour 

  Copies & Scanning: $0.15 per page   Fax (8 ½ x 11 only): $1.00 per page 

  CD:  $20.00 each;   USB:  $25.00 each  Postage: actual cost; Envelope: $1.00 each 

 

 

Superior Court Public Records Officer (PRO):  

 

 
Superior Court PRO: Jane Severin  
 
Mailing address:  San Juan County Superior Court 
    350 Court Street #7 
    Friday Harbor, WA 98250 
 
Location address:  San Juan County Courthouse 
    2nd Floor, Superior Court Offices 
    Friday Harbor, WA 98250 
 
Telephone:   (360) 370-7480 
Fax:    (360) 370-7485 
Email:    supctpro@sanjuancountywa.gov   

 

 

 

 

For Internal Use Only 

Request Received: on (date) ___________________________________ at ___________________ AM/PM  
CC to County PRO on: ________________________________________ at ___________________ AM/PM 
By: ________________________________________________________ Request Number: _____________ 

 

https://www.sanjuancountywa.gov/189/Judicial-Administrative-Records
https://www.sanjuancountywa.gov/189/Judicial-Administrative-Records
mailto:supctpro@sanjuancountywa.gov
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