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11.4.2 How to Transfer an Active Case to a Different Supervisory Unit
Use the following procedure to transfer an active case to a different supervisory unit.
1. The sending counselor submits to his or her area manager 

· a request to authorize the transfer, and 

· supporting documentation.


2. Within five workdays of receiving the request to transfer, the transferring area manager 
· completes the compliance sections only of a paper DARS3456 Compliance and Quality Case Review—VR (this review is not required to be entered into the case review database);
· summarizes the case status in the “Overall Comments” section of the form and notes the
· reason for the transfer,

· pertinent information on any compliance issues, and

· consumer’s current contact information; and
· sends the completed compliance case review to the receiving area manager. 
Note: For transition cases, it is not necessary to complete a case review. The transferring area manager 
· writes a statement that 

· verifies the consumer’s eligibility,
· summarizes the case status, and
· notes the consumer’s current contact information; and
· sends the statement to the receiving area manager.
· 
3. The transferring area manager 
4. mails the paper case file within three workdays of the completed case review to minimize delay or disruption of consumer services. 

· 
· 
5. The receiving area manager assigns the case to the receiving counselor in the electronic case management system. 

 Each step in the transfer should be completed timely to avoid delay or disruption of services to the consumer.
If the area managers cannot agree on the case transfer, they refer the issue to the appropriate regional operations director for programs.
