EXECUTIVE SUMMARY

SMALL/DISABLED VETERAN BUSINESS ADVOCATE 

BROCHURE AND BUSINESS CARD 

The goal is to help SB/DV find sources to sell their products and to help the buying staff find the vendors who sell the products they buy by creating a 

brochure and business card that show the goods and services we buy and the phone/fax numbers of each buying unit.  The cards also provide information to help SB/DV get certified and enhance their participation in the state purchasing activities.

The front side of the business card has our slogan “Service is Our Business.” Listed also are the services, fax/phone numbers, and email of the DGS, FSP contracting opportunities with phone/fax numbers of the major buying units, and the SB/DV Advocate name, phone/fax numbers and email.  The backside of the business card has the products we buy and the phone/fax numbers of the buying units.  The front side of the “Goods and Services” brochure shows the address, title, phone, fax, e-mail of the SB/DV Advocate with the slogan “Service is Our Business.”  The backside of the brochure describes the prison’s buying structure, commodities/services purchased, and the phone/fax numbers of the buying units, and the DGS certification phone number and fax.

Commonly asked questions such as the types of products and contact numbers of buying staff are readily available.  If not certified, the vendor finds the DGS services and contact numbers on the card.

Sustainable practices:  The brochure is designed to avoid obsoletion.  Generic information is used, e.g., position title instead of the staff name, so that the information remains current at all times.  The brochure and card are also printed back to back.  It provides more information and reduces use of paper consumption.  These are also printed on surplus stock.  This reduces waste and recycles available resources.  Considerable time and effort are saved by staff/ vendors because the cards provide information on buying needs of our prison and, most importantly, the phone numbers of the buyers.  It provides a direct link between buyers and sellers, bridging the gap in communication and improving the participation of SB/DV’s.

The card and brochure are distributed to vendors at trade shows, vendor functions, by mail, to vendors that visit our office, and to other SB/DV advocates and state staff.

NOMINATION

PROJECT DESCRIPTION: Small/Disabled Veteran Business Advocate 





  Business Card and Brochure

PROJECT COORDINATOR:  Tess Poling, SB/DV Advocate

PROJECT IMPLEMENTATION DATE:  May 15, 2002

HOW THE PROJECT IMPROVED SB/DV PARTICIPATION:

The intent behind the creation of the business card and brochure is to help small and disabled veteran (SB/DV) businesses find sources to sell their products and to help the buying staff find the SB/DV vendors who sell the products they buy.

It also helps the vendor to know that there are services that the Department of General Services (DGS) provides that could enhance their participation in the state purchasing activities.  It provides a direct link between suppliers and buyers, bridging the gap in communication and improving the participation of SB/DV’s.

WHAT WORKED:

The business card and brochures provide a quick reference tool for vendors to know if their product is used at our facility or not.  If so, they have the phone and  fax numbers of the buying units for them to contact directly.

This saves:

· faxing their product information and special offers to the wrong unit

· the advocate from re-faxing or redistributing their information to the appropriate units 

· the advocate to assess the products offered and who to transfer the call or forward the information

· the vendor from explaining the products they carry to the wrong buying unit

· the advocate time to redirect the calls to the units

· the vendor from calling or forwarding information if FSP does not use their product or service, thus saving time for vendor, operator and advocate.

Typically, when the vendor calls, the advocate asks what product or services they carry or provide.  Then the advocate looks into the facility director to find the appropriate area that can use their products.  The units and phone numbers on the cards allow for a quick transfer of the call to the appropriate areas.  If the vendor, who has the card, calls for additional products added to their inventory, the advocate refers them to the appropriate units listed on the card.  For example, a distributor has added paper towels to their line of inventory, I quickly referred the vendor to the “Janitorial” section and phone/fax numbers on the card.

Sustainable practice:  The brochure is designed to avoid obsoletion.  Generic information is used, such as position title instead of the staff name, so that the information remains current at all times.  This reduces waste.  The brochure and card are also printed back to back.  It provides more information and reduces use of paper resources.  These are also printed on surplus stock, leftovers from other printing jobs.  This reduces waste and recycles available resources.

All in all, this project helps the SB/DV’s get more business from the State and the sustainable practice saved the State’s valuable resources.

WHAT DID NOT WORK:  None

