
March 25, 2009
Dear Chief:

At the January meeting of the Fire Chief’s Advisory Board, I discussed changes being made to the process of making changes to your box cards.  Since there were few stations present at that meeting, here is a description of how box card changes will be done effective 4/1/09.  

· A Chief will submit the changes to the Communications Manager/Deputy Director either on a paper copy of the existing box card with the changes noted in red or by email with the changes detailed.  The Chief’s signature and submittal date must be on the paper copy.  If an email is used it will be considered as a signature.

· Changes will be made on a new box card and will be posted on the Fire Chiefs website labeled as “Proposed Changes to Box Cards”.  

· A digital page and/or email will be sent to all Fire Chiefs advising them of a proposed change to box cards.  The Chief should go to the site and review the changes.  If a Chief has a question about the proposed changes, he/she should contact the Chief proposing said change.

· The proposed changes will go into service after 30 calendar days with no comments.  If the Communications Center is made aware of a concern, the Fire Chief requesting the change will be sent an email or letter detailing the concern.  The change will not go into effect until the requesting Chief has selected another piece of apparatus to replace the one in question.  If the concern is due to a removal of a piece of equipment, the change will still go through.

· A page to all Fire Chiefs will advise that a change will be in effect on date/time.

This only applies to changes in apparatus, not boundary line changes.  Boundary line changes are much more complicated and involve other departments and companies than just the Communications Center.  

This process is in effect and has been reflected in the Field User’s Manual on the website. Hopefully you will find this process will save you time in acquiring signatures and a more timely completion of box card concerns.  If you have any questions, please feel free to contact me at 570-329-4708.

Sincerely,

Connie J. Turner

Communications Manager/Deputy Director
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