STATE ADMINISTRATIVE MANUAL (SAM)
REVISION PROCESS CHANGE PROPOSAL 


STATE ADMINISTRATIVE MANUAL (SAM)
POSTING PROCEDURES

Purpose:  
To Propose a Change From Quarterly to Immediate Revision of the State Administrative Manual (SAM)

Authority:
Department of General Services (DGS),
Office of Strategic, Planning, Policy and Research (OSPPR), SAM Unit

Scope:  
SAM Authors: 
Governor's Office (GO), Department of General Services (DGS), Department of Finance (DOF), and Department of Human Resources (CalHR).


Proposed Procedural Change 

[bookmark: _GoBack]The SAM Unit proposes posting SAM Author Revisions and Summaries to the SAM website within 7-10 business days of an Approved SAM Revision Package from SAM Authors.

1. Current Procedure
a. SAM Authors work with the SAM Coordinator to finalize their submitted SAM Chapters/Sections to be posted on the SAM website (Approved SAM Revision Package) on a quarterly basis. Approved Chapter/Section changes are posted at the end of each quarter (based on the Fiscal Year).
b. The SAM Coordinator posts the approved final version of the submitted material to the SAM website within 7-10 business days of the end of the quarter for which the information is submitted.
i. SAM Author Checklist and SAM Author Approval Letters are electronically filed and archived.
c. The SAM Coordinator issues notification to SAM Subscribers of a new SAM Revision posted to the SAM website.

2. Proposed New Procedure
This procedure will be the same as that stated above with the exception of the following items:
a. The SAM Coordinator will post all received Final Author Revisions and Summary to the SAM website within 7-10 business days of receipt of the Approved SAM Revision Package.
b. The SAM Coordinator issues notification to the SAM Subscribers of a new SAM Revision and Summary posted to the SAM website at the end of each quarter. The quarterly schedule will reflect the actual date within that quarter that SAM sections were updated.

3. FAQs

What is the difference between the current and proposed new procedure?
SAM will be updated in between quarters as opposed to once per quarter.  Since SAM is a digital document, updates can be incorporated quickly allowing SAM to be maintained  in a timely manner. 

What if I can’t wait until the end of the quarter for my changes to be communicated to SAM subscribers?
A Management Memoranda (MM) may be a more appropriate vehicle for leasing an urgent update of state policy or procedure. However, at an author’s request, SAM subscribers can be notified of SAM updates outside of the quarterly update schedule.  This will, however, be only allowed in urgent or major policy change situations.

How soon should SAM Revisions be sent to the SAM Coordinator before posting?
SAM Revisions can be sent to the SAM Coordinator at any time.  The SAM Coordinator and the SAM Author will collaborate to ensure all submissions are correct and complete.  Once a finalized SAM Revision Package is approved, the SAM Coordinator will post it within 7-10 business days.*



How often should SAM Authors review/revise SAM Chapters/Sections they are responsible for?
DGS SAM Unit expectations s  for all SAM Authors is they  review their SAM Chapters/Sections for current policy or procedures at a minimum of   every two (2) years. Chapters/Section the have not received this review should be reviewed immediately to SAM should be immediately updated or revised when content is out-dated, procedures, guidelines, laws or code changes dictate. .  If there is no change to an outdated section and it is still current, it can be marked as “reviewed” and will be considered up-to-date.

I can’t update SAM because of staff limitations and other priorities, what can I do to maintain my sections? 
Understanding that staff limitations and other priorities exist for all concerned, the SAM Coordinator is prepared to facilitate any and all assistance to SAM Authors to help ease their limitations in updating and maintaining SAM Chapters/Sections  Please express your constraints to the SAM Coordinator and we can establish a schedule that is reasonable for all parties. 

Do I have to make my SAM Chapters/Sections accessible?
To comply with Government Code Section 11135 and Title II of the Americans with Disabilities Act (ADA) the SAM Coordinator will configure all SAM “Print” versions to ensure they are accessible.  No other action is needed from SAM Authors.

How do I correct errors made to SAM Chapters/Sections that I have submitted for revision posting?
Please contact the SAM Coordinator immediately to correct any errors to SAM Chapters/Sections.  All errors will be corrected within 1 business day[footnoteRef:1]. [1:  SAM Coordinator will communicate with the SAM Author if unexpected delays occur.] 
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