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	Procedure Name:
	Text My Gov

	Applicable for:
	Participating Departments of Kingsbury County

	Review date:
	1/2025


Kingsbury County Emergency Management & Treasurer’s Office

Document Control
· Effective Date: August 21, 2025
· Departments Covered: Emergency Management, Treasurer’s Office
· System/Platform: TextMyGov
· Prepared by: Kristen Longville, Emergency Management Director
· Approval: Kingsbury County Commissioners

1. Purpose
To establish consistent and secure use of the TextMyGov platform for public engagement, alerts, and information dissemination by Kingsbury County Emergency Management, Treasurer’s Office, and occasionally Auditors Office.

2. Scope
This SOP applies to all staff within the Emergency Management, Treasurer’s Office, and Auditors Office who are authorized to access and manage the TextMyGov platform.

3. Definitions
· TextMyGov: A text-based civic engagement tool allowing residents to text questions, receive alerts, and interact with non-emergent county services.
· Broadcast Message: A one-time or scheduled alert sent to all subscribers and or registered devices within the affected perimeter.

4. Responsibilities
Emergency Management
· Issue emergency alerts, severe weather notifications, public safety info.
· Maintain up-to-date alert templates.
· Coordinate with local/state agencies on alert timing/content.
Treasurer’s Office
· Respond to resident inquiries about taxes, vehicle registration, deadlines.
· Set and maintain keywords and auto-responses (e.g., “TAX DUE”, “VEHICLE RENEWAL”).
· Update response templates at least quarterly or with any policy changes.
· Log all manual responses requiring follow-up.

5. Procedures
5.1 Access and Login
1. Navigate to https://app.textmygov.com/1457/dashboard
2. Enter assigned credentials (2FA enabled).
3. Select appropriate department dashboard.
Note: Unauthorized access or sharing of login credentials is prohibited.

5.2 Message Configuration
Emergency Management
· Go to “Send Alert” → Choose Broadcast or Scheduled Alert.
· Select recipients (e.g., all, geographic zones).
· Input concise, clear language (160 characters max recommended).
· Example: “⚠️ TORNADO WARNING for Kingsbury County until 7PM. Take shelter immediately. Reply HELP for tips.”
Treasurer’s Office
· Go to “Keyword Manager”.
· Add or update keywords: e.g.,
· "TAX DUE" → "Property taxes due Nov 1. Pay at kingsburycountysd.org/treasurer"
· "LICENSE" → "Renew driver/vehicle licenses at dmv.sd.gov or call (605) 854-3411"

5.3 Monitoring and Responses
· Check message logs daily for unhandled inquiries.
· Respond to non-automated queries within 1 business day.
· Escalate unresolved or inappropriate messages to department head.

5.4 Maintenance and Updates
· Review keyword effectiveness and clarity monthly.
· Archive outdated or seasonal alerts (e.g., snow alerts).
· Perform test message monthly to ensure delivery functionality.

6. Data Privacy and Compliance
· Comply with state public records laws.
· Do not include PII (Personally Identifiable Information) or sensitive data in messages.
· Message logs must be retained for 3 years for audit purposes.

7. Training
· All users must complete annual training on:
· TextMyGov functionality
· Public communication standards
· Cybersecurity & data handling

8. Troubleshooting and Support
	Issue
	Action

	Login issues
	Reset password via portal or contact IT

	Message not sending
	Check network, message length, recipient list

	Platform bugs
	Submit ticket to TextMyGov support team

	Unsubscribed complaints
	Guide users to rejoin by texting “START” to the number

	Stop Messages
	Unsubscribe by texting “STOP”



9. Review and Updates
This SOP will be reviewed annually or upon:
· Major system updates
· Change in departmental responsibilities
· New regulatory guidance


10. Finance
Departments of Kingsbury County will split the cost evenly for the year of use. For Example: If the Emergency Management Dept and the Treasures office use the app the cost will be split between the two. In a year the auditors’ office or another department will be using the app the cost will be split between respective departments equally. 

11. Approval
	Name
	Title
	Date

	____________________
	Emergency Management Director
	____________

	____________________
	Treasurer
	____________

	____________________
	IT Administrator (if applicable)
	____________

	____________________
	Commission Chairman
	____________
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