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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

AGING AND DISABILITY SERVICES ADMINISTRATION

PO Box 45600 ( Olympia, WA 98504-5600


H05-011– Policy/Procedure
February 11, 2005

	TO: 
	Area Agency on Aging (AAA) Directors

Home and Community Services (HCS) Regional Administrators 

Division of Developmental Disabilities (DDD) Regional Administrators

	FROM:
	Penny Black, Director, Home and Community Services Division

	SUBJECT: 
	Management Bulletin (MB) Archival Process

	Purpose:
	The purpose of this MB is to explain the process that the Home and Community Services Division will use for archiving previously-issued MBs.

	Background:
	The process for archiving MBs is inconsistent and sometimes incorrect.  This has created confusion in determining what the current policy is.  

	What’s new, changed, or

Clarified

 
	We have reviewed all MBs back to 1997 to determine whether they should be:
Rescinded:  Reasons for rescinding MBs include:

· The action required in the MB has expired. 

· The policy no longer applies.

Superseded:  The policy outlined in the MB still applies but has been clarified or incorporated within another policy (e.g. by another MB or LTC Manual Chapter).

The website has been updated to reflect which MBs are rescinded or superseded. Links to the original MB will remain enabled for historical purposes.

	ACTION:
	· Program managers, who write any new MBs, need to review prior MBs to ensure that they are still current.  If they are not current, use the archive guidelines outlined in this MB.

· Program managers will be notified at least annually to confirm the status of their MBs.

· Field staff are required to follow current policy, as listed on the MB website.

	Related 
REFERENCES:
	2004 MBs
2003 MBs
2002 MBs
2001 MBs
	2000 MBs
1999 MBs
1998 MBs
1997 MBs

	ATTACHMENT(S):   
	

	CONTACT(S):
	Brooke Buckingham, Program Manager

Phone:  (360) 725-3213

Email:  buckibe@dshs.wa.gov 
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