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	MEMORANDUM


Date:
September 26, 2007
To:
All Agency Records Managers and Records Management Analysts  
  
From:
Department of General Services, Interagency Support Division

Department of State Publishing, State Record Center

3240 Industrial Blvd., West Sacramento 95691
Subject:
File Out e-mail Notification System
The State Record Center is proud to announce the full implementation of our “File Out e-mail Notification System” on October 1, 2007.

The development of this system is in response to numerous requests for faster notification when files are either checked out, not in the box, destroyed or wrong location.  We have been ‘live’ testing this new system for a few weeks with select users and are confident we have eliminated the bugs.  There has been a tremendous amount of positive feedback and hope all customers will benefit from faster turnaround times as well as less paper.

Please keep in mind, we can only respond to on-line requests – so we will still be mailing a few request forms back.

Also, due to this new system, active e-mail addresses are REQUIRED for all on-line customers.   

If you have any questions or need additional information, please contact Shelle Youngblood at the State Records Center by email, shelle.youngblood@dgs.ca.gov or by phone at (916) 375-6760.

Original Signed By:

Jacqueline Mooney, State Records Officer

California Records and Information Management Program

