Outline of Procedure for SCM Policy Revisions

1. Discover Business need or management directs change
2. Research phase

a. Review issue with SME(s)

b. Review existing law and policy 

c. Memorialize research in that revision’s folder.

3. Tracked revision sent to management team, leadership team & SME(s) for review and comment.
4. Circulate for comment within the Branch. 
5. Revise draft. 
6. Typically several info block revisions will be processed together during the month. Email all Tracked revisions to PART members, OLS, PD Management team, PD Leadership team and SME(s) for review and comment with one or two weeks deadline.
7. Revise as needed. If review comments are conflicting and cannot be reconciled in time, remove this revision from this series of revisions. The removed revision will restart at step 2.   
8. Place all tracked chapters into one Word document by volume. There will be a single Word document for the SCMv2 changes and a separate SCMv3 Word document containing all respective tracked changes. Each will include all chapters containing revisions. Email to Jim Butler who may forward to Fred Klass. 
9. Develop a Broadcast Bulletin announcing the revisions.    
10. If approved, forward the Broadcast Bulletin to the assistant to the Deputy Director (Martin Reynaga) with a copy the backup - PD Management Team Specialist (Mary Ann Kuwamoto).
11. Publication

a. Revise chapter(s) in Poliproc and compile a complete PDF, see steps on next page.
b. Attempt to simultaneously publish the SCM revisions with the announcement Broadcast Bulletin. However, the SCM revisions must be live on-line prior to the release of the Broadcast Bulletin.   
Process for SCM revision
This procedure is used for revision of Chapters in both volumes of the SCM (Vol. 2 and 3).

PCO and PACs must be notified of the changes using (typically) a broadcast bulletin. Notice should be done simultaneously with publication of revisions, if possible. Using a broadcast bulletin template, craft a broadcast and have it reviewed by the Branch Manager or OPPL. Email the completed broadcast to the Deputy Director’s assistant (Martin Reynaga and Mary Ann Kuwamoto). Effective 4/1/11 a tracked change version of the revised chapter will be linked to the prompt in the on-line version of the SCM. 
SCMv2 or SCMv3

1. Go to archive: Zdrive/PDShared/OPPL/SCM/SCMv2 or SCMv3

2. Create a revision folder for the month when the revision is made.  Give it a descriptive title.
3. Find and copy the existing on-line chapter that is to be replaced in PD-Interdocs$/Poliproc. Place that copy in the newly created revision folder (from step 2) in the SCM archive but renamed as XXXXXXOriginal. 
4. Using the XXXXXXOriginal copy of the chapter to be replaced, revise the text using tracked changes and rename as XXXXXXXTracked. Update TOC and correct any changed page references in the subTOCs. 
5. Place tracked version which shows the tracked changes of the chapter into Poliproc/SCMvol2 or Poliproc/SCMvol3. You will link to this later.

6. When complete, there will be three versions of the chapter which must be placed into the revision folder. You will need an original version, tracked version and a final version. Place tracked, old original and final (untracked revised) versions of the Chapter into the ZDrive/PDShared/OPPL/SCM/SCMv2 or v3 archive. The following steps enable you to complete a tracked and a final version.
a. Place revision date (e.g.: 4/11) in the info block(s) being updated in the tracked version, see SCMv3, 6.A1.1 for an example. The “rev. 4/11” should be in Times New Roman font and save.
b. Accept all changes in tracked version, turn off “track changes” and save as “XXXXXXfinal.” 

c. Summary: at this point - you have XXXOriginal, XXXTracked, XXXFinal in the revision folder. You also have a XXXTracked version in the Poliproc/SCMvol2 or Poliproc/SCMvol3 folders. 
d. Link tracked changes version (the one in Poliproc/SCMvol2 or Poliproc/SCMvol3) to “(rev or added or deleted  with date 4/11*)” in prompt of sections to be revised for the “final” version only. If this is unclear look at any previous revision
e. Update TOC and correct any formatting errors. 
f. Revise page numbers in Topic content blocs if necessary. 
g. Revise TOC for sections within the chapter, if necessary.
h. Save into the revision folder.
7. Add a letter to the name and place new “final” chapter on-line using “save as”.  Example: when replacing v2Chapt01073010, it becomes v2Chapt01073010a. Repeat for all chapters being revised.
Do not proceed further until the announcement Broadcast Bulletin is approved. Check with Martin or Mary Ann if they do not notify you.  However, it is better to publish the revisions prior to the release of the Bulletin than it is to publish the revisions after the Bulletin is released.
8. Delete current on-line chapter (e.g.: v2Chapt01073010).  

9. Rename the “v2Chapt01073010a” chapter to be v2Chapt01073010 (v2Chapt01073010 becomes the new document). 
10. Verify that the revisions show on line as they should. Check by navigating through the internet as if you are a customer attempting to access that chapter. Correct any problems. Complete this step for all chapters before moving to the next step. 
11.  Delete chapter(s) containing an “a” (e.g.: v2Chapt01073010a).
12. In this step you will compile one PDF of all chapters for each of the SCM volumes that were revised. These unified PDFs are in PDInterdoc$/Poliproc/PDFCompleteSCMv2 or PDInterdoc$/Poliproc/pdfComplete SCMv3.
a. Revise name of current Unified SCM PDF to add year/month (e.g.: XXXXX11_06) of removal and place into PDF Archive in the same SCM folder (PDFCompleteSCMv2 or pdfCompleteSCMv3 in Poliproc) on the Internet drive. 
b. Using Adobe Acrobat Pro, convert all chapters (including the Introduction) in correct order as a PDF. 

c. Check new PDF document for errors. Repeat step b if there are errors. When all errors are corrected, go to the next step.
d. Link new PDF to the web page for each SCM volume that was revised by saving as PDFCompleteSCMv2 or pdfCompleteSCMv3 in the appropriate file. 
e. Check the PDF by viewing the webpage like a customer would. Open the SCM volume. Open the Unified PDF version at the bottom of the web page. Check for any problems.
f. Repeat for other manual if necessary. 
Steps 7-11 are required to overcome the two server problem. We must delete the old file before adding the new file. This is extra work but it is worth it. We have already had problems with users at FTB who could not see the revisions (even after clearing their cache) until we followed this process. Someday ETS will correct this issue and you will be able to save the new document directly over the existing document.
Any new hyperlinked documents should be placed into the Poliproc folder on the internet drive. The hyperlink naming convention is: 

http://www.documents.dgs.ca.gov/pd/poliproc/NAMEofDOCUMENT..xxx  (doc, xls, pdf or XXX)
*Descriptions for step 6d. 

· REV

info block existed prior to revision and is revised this month.  (rev 9/12)

· ADDED
info block did not exist or was deleted previously.

(added 9/12)

· DELETED
info block is being completely deleted


(deleted 9/12)
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