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Discussion/Interpretation: This policy revision clarifies print and electronic
communication standards when sending information to large or diverse groups of
employees, contractors or partners of DHS. Revised forms and standard electronic
communication formats will assist recipients to better recognize, process and take
appropriate action when they receive information from DHS staff.

New procedures accompanying this policy will also ensure that communications
regarding client services or client program information being distributed to DHS staff,
contractors and partners are presented in the same consistent manner regardless of
the authoring cluster or office. These communications are required to be posted on the
DHS web site, will be organized by authoring cluster or office and further categorized
by topic.
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Implementation/Transition Instructions: Effective March 1, 2004, when required by
the policy, DHS staff will use revised Policy Transmittal (DHS 0079), Action Request
(DHS 0078), and Information Memoranda (DHS 0080) forms when sending information
to large groups of staff, contractors, or partners. The forms, and instructions for using
them, are located on the DHS forms server accessed through the Department's web
site. They can also be accessed through web links on the policy document referenced
above. Communications regarding client services or client program information will be
processed following the new Transmittals for Client Services/Programs procedures by
individuals assigned as Transmittal Coordinators in each cluster/office.

Training/Communication Plan: The 2/13/04 Director's Message referenced this
policy revision and new procedures. In addition, a memo from cluster/office
management to transmittal authors was released in advance of this transmittal to notify
staff of their responsibility for using appropriate forms and processing transmittals
through their assigned Transmittal Coordinator. If you have questions about the new
policy or procedures, please contact your cluster/office contact noted on the policy.

Local/Branch Action Required: Review and process Policy Transmittals and Action
Requests in a timely manner. They are time sensitive documents requesting action by
a given deadline or implementing new or revised policy by a stated effective date.

Central Office Action Required: Central Office will ensure that communications are
sent using the appropriate transmittal forms and posted on appropriate web sites.

Field/Stakeholder review: [X] Yes [ ] No
If yes, reviewed by: Cross-departmental task group

Filing Instructions: None. DHS executive policies and procedures can be found on the
DHS web site at: http://www.dhs.state.or.us/policy/admin/execlist.htm

If you have any questions about this policz, contact:

Contact(s): | Ramona Rodamaker (or cluster-specific contacts listed in the policy)
Phone: | 503-945-8994 Fax: | 503-378-2897
E-mail: | ramona.r.rodamaker@state.or.us
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