[image: image1.png]




CABINET FOR HEALTH AND FAMILY SERVICES


DEPARTMENT FOR COMMUNITY BASED SERVICES

Division of Protection and Permanency

COA Accredited Agency  

[image: image2.wmf]
Matthew G Bevin
                     Vickie Yates Brown Glisson

Governor                                                                                                                                                                 Secretary


PROTECTION AND PERMANENCY INFORMATION MEMORANDUM, 16-07
TO: 

Service Region Administrators



Service Region Administrator Associates



Service Region Clinical Associates



Regional Program Specialists



Family Services Office Supervisors

FROM:  
Gretchen Marshall, Assistant Director


Division of Protection and Permanency

DATE:   
June 20, 2016
SUBJECT:
Records Management Section Archive Request Process
The purpose of this memorandum is to clarify the Records Management Section (RMS) archive request process.  The RMS is responsible for receiving records for archiving as well as retrieving those records when they receive an Open Records Request or a request from DCBS staff. 
RMS has a process for receiving, logging and assigning all requests, including those from DCBS field and central office staff. In order to best manage the work load, please refer all requests to the general e-mail box CHFSDCBS.RMS@ky.gov.  This box is monitored by four staff members to ensure each request will not be delayed due to an individual’s absence and will be properly assigned and tracked.

Any request sent directly to RMS staff will be forwarded to the general e-mail box and could result in a delay when addressing the request.

If you have any questions, please contact:

Sharon K. Hilborn, J.D., Director, Division of Program Performance

Records Management Supervisor
SharonK.Hilborn@ky.gov
(502) 564-3834 Ext. 3616
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