    How to Develop and Publish a Broadcast Bulletin
	Introduction
	Broadcast Bulletins are targeted at all procurement officials and usually announce revisions to the State Contracting Manual.   


	Before you begin
	 The decision to create a Broadcast Bulletin is determined by the target audience and primary source document which is to be modified. The Broadcast Bulletin is used for revisions to the State Contracting Manual. External customers (PCOs, PACs and Procurement Professionals) are the primary audience for a Broadcast Bulletin.


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

	Term
	Definition

	Procurement and Contracting Officer (PCO)
	The individual responsible for direction of the acquisition system for each State department, including implementation of the unique acquisition policies, regulations, and standards of the department. The PCO acts as the single point of contact for the DGS/PD on procurement matters ensuring all procurement and contracting activities within the department fully comply with State law, appropriations, regulations, executive orders, policies, procedures, best practices, and the SCM 

	Procurement Authority Contact (PAC)
	The PAC only exists in agencies which have delegated (from DGS) purchasing authority. The PAC interfaces and communicates with the DGS/PD, the PCO and subordinate staff overseeing day-to-day procurement activities conducted under the purchasing authority, ensuring that the department's policies & procedures are consistent with current law, regulations, executive orders, policies, procedures, best practices, and the SCM.

	Local Agencies
	A local agency is a city, county, city and county, district, or other local governmental body or corporation empowered to expend public funds.

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

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

	Originator
	An individual of a work group in DGS. Typically the Requestor on the PCR which eventually caused the bulletin.

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

	Author
	The individual who writes the document which becomes the Broadcast Bulletin.


	Responsibility
	Although the events leading up to the Broadcast Bulletin may have been initiated by others, the author of the Bulletin is responsible for the Bulletin and that it reflects the input and information of its originator and reviewers.


	New Forms
	If the Bulletin will include a new electronic form, a DGS Procurement Form number must be assigned to it. That number must appear on the form. The form should also include the date created or revised. The number can be obtained from PAMS (Dottie Ibach). An example of a simple eform is: http://www.documents.dgs.ca.gov/pd/poliproc/LimitCompetitiveBidJust.doc    
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	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 Detail for Review Process below for more information.
6
Incorporate all revisions or discuss with reviewer. 
7
Repeat steps 5 and 6 until no more revisions are needed.
8
To begin the Approval process, send an email, with Bulletin attached, to Nate Gilmore, with a copy to Lucy Reed. 
· The email heading must clearly indicate that this is a Broadcast Bulletin

· If your Bulletin needs to be expedited, mention that in the email heading, body of the email and also phone them to ensure a speedy process.

· If changes are required, make them and get the Broadcast back into the process. For expediency, sometimes it is important to personally bring the revised document to the approver who required a change. 

· 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, Nathaniel Gilmore or Lucy Reed will email (cc: to the author) to Kathy Bryant-Rock, who will publish the Broadcast. The PAM unit will add the Broadcast to the archive page. 


	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 the PSD must be revised to reflect the change.


