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Section 428.330  Administrative Support

a)	The Department shall designate a Statewide Advisory Board Coordinator.  The Statewide Advisory Board Coordinator is responsible for maintaining records of past and recent membership lists, agendas, meeting minutes, annual reports, and other statutory submissions advisory councils are required to produce.  The Advisory Board Coordinator will serve as the liaison between the Director's Office and the advisory groups.

b)	Unless otherwise outlined in statute, the Director may designate a Department staff to each advisory group to serve as a liaison.  The Department staff liaison will provide administrative support, technical support, and policy guidance to the assigned advisory group.  

[bookmark: _Hlk184136141]1)	No advisory group shall create official content for publication or dissemination on social media or any other channels or mechanisms (e.g., traditional media) on behalf of the Department.  All advisory groups must coordinate with the Department's Office of Communications in the event they are interested in creating social media or media content regarding any matters related to the agency providing the Department's Office of Communications with full access to the social media channels and ensure that all content, including but not limited to, photos, images, videos, and logos, is approved by the Department prior to publication.  The Department may refuse to create a social media outlet. The advisory groups must work with their Department liaisons to draft the content. All official Department content shall be posted on the Department's public-facing website.

2)	No advisory group shall create an email account purporting to represent the Department without the Department's express permission.  To protect the privacy and confidentiality of the sender, the Department shall create the email box through its protected email communication servers. All Department email correspondence will be sent from the official Department email address. Any email account created without the Department's express permission shall include a disclaimer stating that the email account is not an official Department mailbox and should not be used for sending private or confidential information.  Any responses sent from the unauthorized email account shall not be considered an official response from the Department.  The Department does not accept any liability associated with the unauthorized email account.
