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How to Create a Public Disclosure Request 

Step 1: Click on the https link below or copy and paste the web address into your internet browser 

https://city-seattle.mycusthelp.com/webapp/_rs/(S(i420ix1r3nopjg4ycgag0o3m))/supporthome.aspx 

 

 

Step 2: Click on Submit a New Records Request, and select City Records Request from the drop down 

 

 

 

https://city-seattle.mycusthelp.com/webapp/_rs/(S(i420ix1r3nopjg4ycgag0o3m))/supporthome.aspx
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Step 3: A long list of options will be presented for agencies or record types, scroll down the list to “E” 

Step 4: Find Ethics & Elections Commission, click Select 

 

 

Step 5: If you already have an account, enter your email address and password. If you need to create 
an account, click on the Create Account button at the bottom of the page. 
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Step 6: Complete the Required Fields, all fields with Red Asterisks (*) are Required, any additional 
information provided is up to you.   

 

 

Step 7: In the Box where it asks you to Describe the Specific Records, please enter your request.  

Scroll to the bottom of the page and Click Submit.  
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Step 8: Once you have submitted the request, you will see an immediate on-screen message, which 
will provide you with a reference number, as well as the email address connected with the request.  

 

You will also receive a few email notifications:  

One email is a generic auto-generated welcome notice containing your Login ID upon registration for an 
account with the City of Seattle Public Records Request Center. This will come from the email address 
seattle@mycusthelp.net 

Once you have submitted a request, then you will receive an email confirming that your request was 
received and the details of the request, as well as providing information on how to recover a lost 
password.  
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How to Access the File once your Request has been Processed 

You will receive an email when your request is completed. It will contain a hyperlink to the Public 
Records Request Center, where you will be able to log in. Click on View Files.  

 

 

Once you click on the file at the top of the page then the option to open, save or cancel will be 
available at the bottom of your screen. Please save a copy. Each file can only be downloaded 3 
separate times. If you find you need to download more than 3 copies, please contact our office.  
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Please contact us if you have any questions or need any assistance: 

Monday through Friday, 8:00 a.m. - 5:00 p.m. 

Street address:      Mailing Address:  
Seattle Municipal Tower    PO Box 94729 
700 5th Ave, Suite 4010     Seattle, Washington 98124-4729 
 

Democracy Voucher Program Hotline: 206-727-8855 

democracyvoucher@seattle.gov 

 

Ethics and Elections Commission Main Line: 206-684-8500 

ethicsandelections@seattle.gov 
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