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About Us

Our Division is housed in 
the Department of 
Natural Resources 

within the Energy and 
Environment Cabinet. 

We have 8 field staff 
spread across the state 

and 5 Frankfort staff 
including our Director 
and Assistant Director.

Kentucky has 120 
counties making it the 
fourth highest in the 

country.

Each of the Field Reps 
have between 16-18 

counties to cover.



Background

Based on discussions during the pandemic, Field Rep Shanna Drake 
collaborated with her counties via monthly Zoom calls for a full year, 
during which each county developed their own operations manual 
tailored to their specific district. 

During these calls, they reviewed their activities for that month, 
including the creation of 'cheat sheets' to assist with their tasks and 
other relevant matters. 

Although the general format was covered in these meetings, each 
district customized their manual to include the applicable details for 
their county.



Overview
➢ Can be a physical binder or 

an electronic folder.
➢ It will help the person who 

keeps the office going if 
you’re not able to be 
contacted.

➢ Consider it a “one-stop 
shop” for the information 
needed to run the office.

➢ For each section, include 
items as paper copies, 
electronic copies, or links to 
each thing online.



Organization



Entry Examples



Entry Examples



Entry Examples



Reminders!

• This layout was designed based on how 
Kentucky districts function in general.

• Feel free to move or change up the sections to 
make the most sense for your state and 
districts.



Reminders!

• This is something that Shanna helped her 
districts create, not something that she 
created for them. 

• This isn't something that DOC going to 
formalize and put on our website for use.

• We have offered, and will continue to offer, to 
work with the district admins to help them 
create their own manuals.
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