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Subject: Case Transfer Mailboxes in Outlook: Address Name Changes 
 
Applies to (check all that apply): 

 All DHS employees County Mental Health Directors 
 Area Agencies on Aging Health Services 
 Aging and People with Disabilities 
 Children, Adults and Families 

Office of Developmental  
Disabilities Services (ODDS) 

 County DD Program Managers Other (please specify): SS branch offices 
and OHP Branch 5503 

 
 
 
Message: During a review we discovered that email sent to Case Transfer email 
addresses for AAA offices is being directed outside the computer firewall.  To ensure 
staff can appropriately identify these AAA email boxes, they have been re-named to be 
more consistent in the Outlook Global Address List.  Whenever client information is 
sent outside the firewall, additional steps are required to ensure the information is 
secure and encrypted. 
 
All AAA case transfer mailboxes have been renamed with the branch number, followed 
by AAA.  For example:  3515 AAA CASETRANSFERS. 
 
When transferring a case to a AAA branch, you must use #secure# followed by a 
space in the subject line of the email.  Failure to do so will result in a reportable privacy 
breach. 
 
For state offices, see example below.  For AAA offices, continue to send secure email 
according to your local procedure.  
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If you have any questions about this information, contact: 
Contact(s): Caryn Whatley (for APD) 

Linda Weight (for SS) 
Phone: 503-947-5427 

503-945-6592 
Fax: 503-945-6296 

Email: Caryn.whatley@dhsoha.state.or.us 
Linda.weight@dhsoha.state.or.us 
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