Decision Making
	Introduction
	Deciding how best to address an inquiry from any source (PCR, PPO Mailbox, direct email, etc.) is the most important part of your job as a Research Writer.


	Responsibility
	Professional staff work requires the new Research Writer to put together some preliminary ideas (a plan) about how a situation should be resolved. Present the plan to your supervisor who will help or direct you. In time, with growing experience and knowledge, the Research Writer will be able to make most decisions without help. 


	Terminology
	The table below defines terms you should know to perform the task.

Term

Definition

PCR
The Policy Change Request form was created by PPO and is used to submit requests to the PPO.  A Policy Change Request can be submitted by or on behalf of any customer within PD. 

IT 
Information Technology
 


	Decision Making Tools
	The following two documents can help to determine the scope of the situation under consideration. 

PPO Planning Checklist
Procedure Creation Considerations
 The second document seems very old and unwieldy. Make a new decision tree?


	Announcement Publications
	The table below identifies the publications and who the target audiences are. Also, the DGS Manual has a table.
Publication 

Target Audience
Management Memo
Management Memos are used to announce changes to State policy or procedures, and are signed at the Director level. The Management Memo will be used to advise departments and agencies on matters that require prompt attention. Typically, it will expire in one year. Usually, the change will be incorporated into the next update of the State Administrative Manual.
PAC Broadcast
When external Procurement professionals 
Administrative Order
Administrative Orders (AOs) notify Departmental Manual holders of new and/or changed policies and procedures that affect the DGS offices and require immediate attention. Information in an AO is incorporated into the Departmental Manual during the next revision. 
DGS Memorandum
DGS Memoranda are used to correspond with the following individuals within state government: 

· Individuals 
· Offices 

· Departments (Exception: when addressee is a Department Director, use Letterhead) 

· Agencies 

· The Governor 

· The Governor's staff 
PPO Update
Use to inform DGS-PD staff.
DGS Letter
The DGS letter format is generally used when contacting a person or entity outside of DGS or government
 


	Before you begin
	[Explain what the reader should do to prepare to perform the task.]


Continued on next page

Job Aid:  How to [Task], Continued

	Warnings [or Cautions, or Guidelines]
	[Explain what the reader should or should not do to perform the task correctly or safely.]


	Procedure
	Follow the steps in the table below to [name the task].

Step

Action

 


	Related resources
	DGS Logo: http://otr.dgs.ca.gov/CMS-Information/NewLogos.htm
DGS Style Guidelines (Use Ariel font): http://devdgsnet.dgs.ca.gov/CorrespondenceGuide/Guidelines.htm



From the DGS Manual
SECTION 0308 - Administrative Order
 Administrative Orders (AOs) notify Departmental Manual holders of new and/or changed policies and procedures that affect the DGS offices and require immediate attention.  

  Information in an AO is incorporated into the Departmental Manual during the next revision. 

SECTION 0306 - Memorandum
 DGS Memoranda are used to correspond with the following individuals within state government: 

  Individuals 
  Offices 

  Departments (Exception: when addressee is a Department Director, use Letterhead) 

  Agencies 

  The Governor 

  The Governor's staff 

SECTION 0309 - Management Memo
 Management Memos are used to announce changes to State policy or procedures, and are signed at the Director level.

 Additional Information
· The Management Memo will expire in one year. 

· Usually, the change will be incorporated into the next update of the State Administrative Manual.

Click here to see an example of a DGS memorandum

