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40.4.3 Procedure before Transfer
The transferring counselor 
· contacts and obtains agreement from the receiving counselor before transferring the case; 

· notes approval for transfer in a case note; 

· closes or cancels all service records and purchase orders; 

· has both the print and online case folders complete and accurate; 

· if a case is being transferred to another region, notifies the coordinator or other assigned staff members in the region to complete a case review before transfer; 

· transfers by computer transaction following TWorks guidelines; and 

· sends the paper case file within 10 working days after the review date to the receiving counselor as follows: 

· by certified mail, UPS, or FedEx (note the tracking number in the electronic folder), if the counselor is located in different offices; or 

· by hand-delivery only if the counselor is located in the same office. 

See the TUG for detailed procedures on transferring a case using TWorks.
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