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DGS Management Memo Checklist rev. 2013
	Step
	Action

	1
	Authoring entity
 routes draft Management Memo (MM) to the Director (Coord sheet)
(Note: the Office of Strategic Planning, Policy, and Research [OSPPR] is available to consult divisions in MM development) 

	
	

	2
	The Director's EA/SSA coordinates any required changes (repeat steps as needed)

	
	

	3*
	Director’s Executive Assistant or Staff Services Analyst (EA/SSA) enters into Management Memo Log, routes to OSPPR to review for presentation and clarity; tracks progress throughout process and enters key dates in Management Memo Log

	
	

	4
	OSPPR reviews and then sends the MM to the MM Review Committee (external peer agency review) review for comprehension and applicability and who submit suggestions to OSPPR 

	
	

	5
	Based on the MM Committee Review recommendations, the OSPPR:

1) Returns MM to the Authoring Entity for substantive changes; repeat Steps 1,2,3: or
2) Enters any needed changes and forwards to EA/SSA.

	
	

	6*
	OSPPR returns MM to EA/SSA who logs OSPPR’s review completion date

	
	

	7*
	Director’s EA/SSA routes MM to Agency Secretary for review and approval

	
	

	8*
	Agency Secretary returns MM to EA/SSA who logs receipt of final approval (unless Agency Secretary requires changes, then follow Step 8); 

	
	

	9*
	The EA/SSA then submits to Director (or their designee) who reviews, signs, and returns it to their EA/SSA, who logs date of their final approval

	
	

	10
	Once finalized, EA/SSA sends approved original MM to the SAM Unit, notifies the authoring entity

	
	

	11
	SAM Unit assigns the MM a number, effective and expiration dates, and releases the MM 

	
	

	12
	SAM Unit sends MM to all DGS employees on-line, and to SAM online revision package subscribers

	
	

	
	


* DATE NEEDS TO BE LOGGED 

� Entity can be an Office, Division, Branch, Board or Commission
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