STATE ADMINISTRATIVE MANUAL (SAM)

State Administrative Manual (SAM) History and Revision Process:

The State Administrative Manual (SAM) is the reference resource for state policy, procedures, requirements and information. Created in 1953 by the Department of Finance (DOF), the oversight and maintenance of SAM was transferred to the Department of General Services (DGS) in 1990.

[bookmark: _GoBack]The SAM Unit is responsible for the SAM revision process, and at DGS was initially located in the Office of State Publishing (OSP) with the Director of DGS approving all revisions to SAM. In 2014 the SAM Unit was transferred to the Office of Strategic Planning, Policy and Research (OSPPR) and revisions are now approved by the Office Chief.  

The OSPPR Chief oversees the management of SAM and has delegated the day-to-day processes of maintaining SAM and its website to the SAM Coordinator, SAM Unit.  The Sam Unit collaborates with the SAM Authors, the content owners, to ensure that SAM is current, correct, reviewed, and updated on a regular basis.  Originally a paper document and revision process, the current document Is online and the revision/review process electronic to enhance efficiency. Further, multiple versions are maintained in support of programs and Americans with Disabilities Act (ADA) requirements.

The SAM revision process was updated as of Revision 428 (Oct 2014) and is detailed in SAM Chapter 1: Introduction / Section 20: Revising SAM.

State Administrative Manual (SAM) Revision Process:

1. The SAM Author contacts the SAM Coordinator and request changes to a SAM section.
2. The SAM Coordinator sends the SAM Author a “MS Word version” from the SAM Chapter/Section to be reviewed and/or revised.
3. The SAM Author makes the necessary revisions to the “MS Word version” with track changes turned on and returns that document to the SAM Coordinator.
4. The SAM Coordinator integrates the revisions into the respective SAM Chapter ensuring all formatting is correct, referenced hyperlinks, government code, management memos (MM), technology letters (TL), and other referenced executive documentation is cross-referenced and accurate.
5. The SAM Coordinator sends that FINAL MS Word version back to the SAM Author for Author FINAL APPROVAL.
6. When Author FINAL APPROVAL has been electronically received, SAM Coordinator sends Author FINAL APPROVAL to OSPPR supervisor for OSPPR FINAL APPROVAL.
 (Note:  OSPPR FINAL APPROVAL centers on punctuation, grammar, spelling, and formatting.  Content approval solely rests with SAM Authors.)
7. Final content is then posted to SAM Website within 2 business days of OSPPR FINAL APPROVAL.
8. All SAM material, approvals, drafts, and revision history is electronically archived and accessible by SAM Coordinator.
9. The SAM is updated frequently; however, notification of SAM Changes are sent out on a quarterly basis.  The Schedule for Quarterly Notification of Changes is listed on the SAM website.
10. SAM Authors are expected to continuously review their respective chapters/sections for accuracy.  SAM should be immediately updated or revised when content is outdated, or procedures, guidelines, laws or code changes dictate change.  At a minimum, SAM Authors should review sites that have not been updated within the past three (3) years. 
