How to Do a DGS Memorandum
	Introduction
	This document outlines the process to create, approve and disseminate a DGS Memorandum.


	Used to Correspond With
	DGS Memoranda are used to correspond with the following individuals within the California State government: 

· Individuals 
· Offices 

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

· Agencies 

· The Governor 

· The Governor's staff 
·  And ??????

	
	


	Responsibility
	Although the events leading up to the DGS Memorandum may have been initiated by others, the author of the Memorandum is responsible for the Memorandum and that it is accurate and in consonance with laws, regulations, policies and procedures.


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

	Term
	Definition

	Department of General Services (DGS)
	State department responsible for oversight and delegating purchase authority to other State agencies.

	Program Manager
	The program manager is the manager whose work group is primarily impacted by the Memorandum. Often, the program manager’s work group initiated the events which lead to the Memorandum.

	Originator
	An individual of a work group in DGS. The Originator is typically the Requestor on the PCR which eventually caused the bulletin to be created.

	Primary Source Document
	Main information sources for procurement professionals. Primary Source Documents (PSD) are the: State Contracting Manual, State Administration Manual, etc.

	Author
	The individual who writes the document which becomes the DGS Memorandum.


	Before you begin
	 The decision to create a DGS Memorandum is determined by the target audience.


Continued on next page

How to Develop a DGS Memorandum   Continued

	Caveat
	If the proposed bulletin may possibly create friction with other departments or agencies, the developer should review the contents with the PPO Manager prior to beginning the review process.


	Overall Procedure
	Follow the steps in the table below to create a Broadcast Bulletin.
Step

Action

1
Research business need. 
2
Develop solution to business need and determine target audience.
3
Develop Bulletin and related documents
4
Review with lead person and/or manager.
5
Begin Review Process: send document to all reviewers and also those getting courtesy copies. See table below for detail.
6
Incorporate all revisions or discuss with reviewer. 
7
Repeat steps 5 and 6 until no more revisions are needed.
8
Send email to JoAnn Jung, cc: Lucy Reed for the Approval process. After all approvals have been received, JoAnn sends the document to Kathy Bryant-Rock for publication.  
9

If necessary, revise the primary source document (see Update to Primary Source document).
 


	Detail for Review Process
	Follow the steps in the table below to get your Bulletin approved.
Step

Action

1a
All related materials should be attached to the email or embedded in the bulletin. The finished email with related documents is sent to: 
· Strategic Sourcing Program and Acquisition Branch  Manager  (B. Martin)
· Strategic Sourcing Program & Acquisitions Manager                 (F. Archuleta)
· Manager, Multiple Awards Program (S. Ellsworth)
· Manager, Purchasing Authority Management Section            (M. Lamb) 
· Statewide Policy & Training Branch Manager (S. Chan)
· OLS  (Bryan Kimura)
1b
Using the Step 1a email, courtesy copy:
 Assistant Deputy Director (M. Ogata)
2
You are not required to get all responses. You must get responses from your manager, the program manager and OLS.

Incorporate all revisions or discuss with reviewer.
3
Repeat steps 1a & b and 2 until no more revisions are needed.

 


	Publication
	When the document has completed the Approval Process, JoAnn Jung or Lucy Reed will email (cc: to the author) to Kathy Bryant-Rock, who will publish the Broadcast.


	Update to Primary Source Document 
	If the Broadcast announces a change to a Primary Source Document, then that document must be revised to reflect the change. Often, the Broadcast will list a date by which time that the PSD must be revised to reflect the change.


