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All Field Staff

Subject:
Volume I Revisions
This transmittal contains updated information on:

· Safeguarding IRS sensitive data;

· Replacement check procedures;

· Correction of website links;  

· Updating Volume III Table of Contents; and
· Incorporation of some material from Volume VI.

Volume I
The Table of Contents is revised to remove MS 0007, Other Instructional Material, MS 0122, Penalty for Failure to Safeguard Information, and MS 0316, STEP Check Adjustments.  Also, the title of MS 0005 is changed to “Instructional Material”; the title of MS 0120 is changed to “Confidentiality Requirements”; the title of MS 0168 is changed to “Transfer of Case Records on KAMES”; the title of MS 0307 is changed to “Supportive Services Refunds and Adjustments”; the title of MS 0315 is changed to “Request for Duplicate Check”; the title of MS 0318 is changed to “Replacement Checks”; and the title of MS 1915 is changed to “IRS Safeguarding Issues”.  MS 0166, Transfer of Case Records on the PA-62 System, is added.  A typographical error was corrected in the title of MS 1512.
MS 0005 is renamed “Instructional Material” and revised to change the “Program Assistance and Resource Branch” to the “Division of Family Support” and to change the on-line manual website to http://manuals.chfs.ky.gov/dcbs_manuals/DFS.  In addition, the material formerly found in MS 0007 is included in this section.
MS 0007 is obsoleted and the information is moved to MS 0005.

MS 0120 is renamed “Confidentiality Requirements” and revised to include the information previously found in MS 0122.  Also, a link to MS 1915, IRS Safeguarding Issues, is added.
MS 0122 is obsoleted and the information is added to MS 0120.

MS 0166 is created with information formerly found in MS 0168 concerning transferring PA-62 cases.  
MS 0168 is renamed “Transfer of Case Records on KAMES” and is revised to remove the obsolete link for MS 0430 and add a link for MS 0419.  Also, the link for MS 1587 is removed and replaced with a link for MS 1512.  Additionally, the information concerning PA-62 cases is moved to MS 0166 and information from Vol. VI, Subchapter, Case Transfers, is added.  
MS 0304, 0307, 0309, 0310, 0315, 0318 and 1821 are revised with the new contact information for DCBS – Division of Administration & Financial Management (DAFM), Fiscal Services Section (formerly called General Accounting). 
MS 0307 is further revised to change the title to “Supportive Services Refunds and Adjustments” and to include the information formerly found in MS 0316.

MS 0310 is further revised to change “PARB” to the “Family Self-Sufficiency Branch”.

MS 0315 is renamed “Request for Duplicate Check” and is further revised to incorporate OM Update 04-14, MS 99668, Replacement Checks, 5/1/04.  The term “duplicate” refers to the reissuance of an original check that has not been cashed.  The term “replacement” refers to a check issued to replace an original check that has been cashed.
MS 0316 is obsoleted and the information moved to MS 0307.
MS 0318 is further revised to change the title to “Replacement Checks” and to incorporate OM Update 04-14.  

MS 0333 is revised to remove the links for Vol. III, MS 3010 and MS 3016 and add a link for Vol. III, MS 3080.  Item B is reworded for clarity.
MS 0410 is revised to change the link from “MS 0428” to “MS 0416”.

MS 1910 is revised to remove the exception for Food Stamp cases subject to simplified reporting and to add a reference to MS 1915 for detailed safeguarding procedures.
MS 1915 is renamed “IRS Safeguarding Issues” and is revised to incorporate additional information from the IRS Safeguard Review Report concerning the safeguarding of federal tax information.  In addition, the second paragraph in item D is removed as it no longer applies.  It was referring to IRS hits on FS Simplified reporting cases.
Volume III
The Table of Contents is revised to add missing manual sections – MS 2320, Full-Time and Part-Time Attendance, and MS 2425, Individual Development Accounts.  Also, MS 5040, Kinship Care Criteria, is deleted as the section is obsolete.

Volume VI

The Table of Contents is revised to delete the entire subchapter of Case Transfers, MS 1240 – 1259.  

MS 1240, 1245, 1247 and 1250 are obsoleted as this information is now incorporated in Volume I, MS 0168.

Volume X
The Table of Contents is revised to delete OM Update 04-14, MS 99668, Replacement Checks, 5/1/04.
OM Update 04-14, MS 99668 is obsolete as it is incorporated into Volume I, MS 0315.
Mark Washington, Commissioner






