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Circular Letter:  DHCQ 10-05-534
TO:

Chief Executive Officers, Licensed Hospitals

FROM:
            Alice Bonner, PhD, RN
                         Bureau Director

DATE:

May 14, 2010
RE:

Changes in Procedures for Distributing Circular Letters – Request for Email Contact Information

The Department of Public Health, Division of Healthcare Quality is planning to change the way in which circular letters are distributed to hospitals.  Currently, the Department uses United States mail to send hard copies of circular letters to Chief Executive Officers.  In order to create greater efficiencies and ensure the correct routing of information, all circular letters will be sent to hospitals by email effective July 2, 2010.  Hard copies of circular letters will no longer be sent after this date.
Starting on July 2nd, all information will now be sent to two contacts in the hospital – the CEO and a primary contact designated by the hospital.  The primary contact will be responsible for distributing all email notices to the appropriate staff and/or department(s) within your facility.  The primary contact will also be responsible for notifying the Department about changes to the contact information.  
The Department is requiring certain information from you to make this change.  Please email the following information to dhcq.mafacilities@state.ma.us no later than June 11, 2010:
1. Hospital Name
2. Name of CEO

3. CEO Telephone Number

4. CEO Email Address

5. Name of Primary Contact 
6. Primary Contact Email Address

7. Title of Primary Contact

8. Primary Contact Telephone Number

When emails containing circular letters are sent, instructions will be included about the individuals or departments within your organization that should receive a copy of each circular letter.  There will also be a list of attachments contained in the email, so that hospitals can verify they received all of the information.  
Circular Letters will continue to be posted on the Division of Healthcare Quality website at www.mass.gov/dph/dhcq under Circular Letters.  

If you have any questions, please contact us by email at dhcq.mafacilities@state.ma.us or Roberta Bernstein at roberta.bernstein@state.ma.us
Thank you for your cooperation.

