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I. PURPOSE: 

 
To ensure Finance Department staff is aware of the procedures to follow if contacted by a member of the Board of 

Supervisors. 

 
II. POLICY: 

 
The Finance Department operates under DHS Policy #745 and #745.1 and DHS Secretarial Manual, Chapter 8, provides 

instruction for preparing memos to the Board of Supervisors. 

 
 
 
 
 
 
 
 
 
 

Reference: DHS Policy #745.1 

DHS Secretarial Manual, Chapter 8 
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