C300-003

TELEGRAMS

DATE OF ISSUE:
06/18/2002

APPLICABLE TO:
Support Staff, Their Supervisor and Their Clerical Administrator

LEGAL BASIS:
Welfare and Institutions Code Sections 307.4 and 337

RELATED POLICY RELEASE(S):
None

NON-CWS/CMS FORM(S):
Telegram Request Form

CWS/CMS FORMS(S):
Case Document Tracking Page

SUPERSEDES AND CANCELS:


None

A.
WHEN:

A CSW SUBMITS A TELEGRAM REQUEST FORM

WHO

HOW




Support Staff
1.
Review the Telegram Request form for completeness.  If 
incomplete, contact the CSW for the missing information.

2.
Access the telegram vendor's web-site.  Complete and 
transmit the template.


When the vendor has sent the telegram they will return 
confirmation by fax or e-mail.

3.
Access CWS/CMS and enter the date the confirmation 
is returned on the Case Document Tracking Page.

4.
File the confirmation in designated office file.  Shred after 
one year.
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