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COUNTY OF SAN BERNARDINO 

STANDARD PRACTICE 

DEPARTMENT BEHAVIORAL HEALTH 
SUBJECT COMMUNICATIONS PROCEDURES 

To acqualnt Department staff wrth the measures to follow when communrcatlng wthin the 
Department of Behaworal Health and with County oficials 
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I l1 

COMMllNlCATION WITHIN THE DEPARTMENT 

I A Staff to Superv~sors 

1 Staff members addressing Items or memos to their supervisors should llrnlt the 
number of other coples sent out to those DBH staff members who are directly 
involved It IS the responsrbility of the supervisor to decrde who should 
receive informatron. 

2 All material lntended for the D~rector should include the name, telephone 
number, title of the person prepanng it and the date of preparation 

111 COMMIJNICATION OlJTSIDE THE DEPARTMENT 

A BOSICAO 

All commurucat~ons concerning Department busrness to the Board of Supe~sors  andlor 
the County Admlnrstratrve Ofice w~ll be routed through the cham of command Thrs 
rncludes the Department Director 

B Other County Departments 

Cop~es of all communrcations to other departments will be sent to the approprrate 
drv~slon deputy director 
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