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PROCEDURES FOR REQUESTS FOR INFORMATION

I.
PURPOSE:
The Department, as a major unit within the Executive Branch of state government, is frequently called upon to answer questions or make statements on complex issues.  In order for the Department to maintain credibility with the media, elected officials, and the public, it is important that all information released is accurate and consistent with Department priorities and policies.  It is the purpose of this policy to assist in maintaining this accuracy and consistency.  
Nothing in this policy should be construed as limiting the rights of an individual to contact an elected official on his/her own behalf or representing an association of which he/she is a member and nothing in this policy shall be construed as limiting the rights of an individual to exercise legally protected speech. 
This policy is not intended to replace or nullify Administrative Policy 17.5 of this manual relating to discussion of department operations under Section 105.055, RSMo. 

II.
SCOPE:

Departmentwide.

III.
REQUESTS FOR INFORMATION FROM THE PUBLIC:

The employee will respond by answering specific questions about previously published information or public facts and established Department policy.  Supervisors will approve the response. Replies to correspondence will be responded to within ten (10) calendar days with the requested information or an explanation to the initiator of the correspondence of the delay and an approximate date when the full response will be available.  
IV.  
REQUESTS FOR INFORMATION FROM THE MEDIA:


All media contacts, requests, and inquiries shall be promptly directed to the Chief, Office of Public Information. 
V.
CONTACTS WITH THE LEGISLATURE, CONGRESS, OTHER ELECTED OFFICIALS, AND THEIR STAFF:

A. Programmatic, Budgetary and Funding Issues

The Chief, Office of Governmental Policy and Legislation, and other staff designated by the Department Director will be the department spokespersons. 

When other staff members are contacted by elected officials or their staff, they shall refer the elected official to the Chief, Office of Governmental Policy and Legislation. 
1. Telephone Contacts.  When an employee receives a call from local, 
state, or federal elected officials or their staff, the call shall be 
referred to the Chief, Office of Governmental Policy and 
Legislation. 

2.   

Written Requests.  Responses to written requests from elected 
officials or their staff shall be routed through the employee’s division 
director to the Office of Governmental Policy and Legislation.  
Responses are to be provided within ten (10) calendar days with either 
the full information or an explanation and date for full reply.

3.
Testimony.  The Department Director; Deputy Department Director; Chief, Office of Governmental Policy and Legislation; division directors; or their designees will act to represent the Department at legislative and congressional hearings.  When possible, planned testimony will be prepared in writing and provided to the Office of Governmental Policy and Legislation at least twenty-four (24) hours prior to the hearing unless directed otherwise.

4.
Program-Initiated Contacts.  It will be standard procedure for the Department Director; Deputy Department Director; or Chief, Office of Governmental Policy and Legislation to, when necessary, initiate contacts with the Governor's Office, State Legislature, Congress, or their staff.  Other Department staff may initiate such contacts with the prior approval of the Chief, Office of Governmental Policy and Legislation.

5. 
Legislative Constituent Organizer.  If an employee is directed by a department spokesperson to contact an elected official or their staff, the employee will enter within twenty-four (24) hours the contact information in the legislative constituent organizer. 

6.
Fiscal Notes. Fiscal notes are formal requests from the state legislature asking state departments to estimate their costs for implementing proposed items of legislation.   

It is the duty of the Division of Administration to coordinate fiscal note preparation by working with the Office of Governmental Policy and Legislation, deputy director(s) and the division(s) involved. 

VI.
OTHER REQUESTS FOR INFORMATION:

Employees shall use good judgment when contacted about sensitive issues by key policymakers such as local government officials and executives of major state organizations and associations.
If the contact relates to an opinion, departmental policy, media or newsworthy issue, the Office of Public Information shall be involved.  If the contact relates to legislation or legislative issues, the Office of Governmental Policy and Legislation shall be involved. If the contact relates to budget issues, the Director of the Division of Administration or his designee shall be involved.  
Prepared by:
Approved by:

____________________________
_________________________________

Chief, Office of Human Resources


Acting Director
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