Department of Human Services 
INSTRUCTIONS FOR USE OF FORM HS-2302
Change Report 
1. Purpose of the form 
The purpose of this form is to allow the clients to report a change. 
2. When it is used 
This form is used when a client experiences a change in their circumstances.
3. Who completes the form 

DHS clients. 
4. An explanation of what goes into any field that is not clearly self-explanatory
N/A
5. Who needs the original and where should it be filed
The original is kept by the Caseworker until it has been entered into ACCENT. After being entered into the system the form is shredded. 
6. Who needs a copy and where should it be filed

N/A
7. Length of time the form must be maintained after the service is rendered/case closed
Form is immediately shredded once the data is entered into ACCENT. 
Instructions for 

HS-2302
(10-15)













