Department of Children’s Services 
INSTRUCTIONS FOR USE OF FORM 
CS-0422

 Transfer, Mail, and Acknowledgement of Case Records, Materials, and Forms 
This form may be used when it is necessary to transfer, mail, and/or acknowledge child/family/youth case records, materials, and forms.

Juvenile Justice Youth Case Records and Documentation:

To transfer, mail and/or acknowledge Juvenile Justice youth case files and documentation follow procedures and guidelines outlined in DCS policy 9.8 Transfer of Juvenile Justice Youth Case Files.
Closed Adoption Records and Documentation:
This form has designated specific purposes when used in connection with processing a closed adoption record to the TN Department of Children’s Services, Office of Child Permanency, Centralized Permanency Services, Adoption Registration Unit for preservation and seal or returning a record to the Adoption Registration Unit.  

(1)  A transmittal document attached to each closed adoption record by designated DCS/Contract Provider and or TN DCS Licensed Child-Placing Agency, TN DCS Licensed Chartered Child-Placing Agency or TN DCS Licensed Clinical Social Worker; 

(2)  A confirmation of receipt of the closed adoption record in the TN Department of Children’s Services, Adoption Registration Unit;  

(3)  An authorization for DCS/ Contract Provider to destroy (or request the destruction of) all remaining adjunct or duplicate documents /forms extraneous to the specific closed adoption record which remain in the Region, or
(4)  An authorization for  TN DCS Licensed Child-Placing Agencies, TN DCS Licensed Chartered child-placing agency or TN DCS licensed clinical social worker to secure/maintain limited record pursuant to 36-1-126 (b) (2-3).   

This Form is to be used by designated staff within the State and Regional Offices of TN Department of Children’s Services, their Contract Provider Agencies and TN DCS Licensed Child-Placing Agencies/ Chartered Child-Placing Agencies and TN DCS Licensed Clinical Social Workers.  

Each closed adoption record represents one family unit which may involve more than one child.  The appropriate DCS and other staff responsible to organize a closed adoption record for submission for preservation and seal will prepare three (3) copies of this form properly authorized. 

Two (2) copies of CS-0422, Transfer, Mail, and Acknowledgement of Case Records, Record Materials, and Forms will be attached to the specific closed adoption record.  The third (3rd) copy will be maintained in a tickler file at the local level.     
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