
1.
A request by e‐mail or phone is 

received from the author or 
responsible party for the  MM 

process information concerning 
a proposed change/update.

2.
Electronic version of  MM 

Policy sent by State 
Administrative Manual 

(SAM) Unit to requestor (see 
attached).

3.
 Responsible party e-mails MM 
along with notification that the 
original signed MM is ready for 
pick up or that it will be hand 
delivered to Office of State 
Publisher (OSP) SAM Unit.

6.
Complete process by sending the 

Management Memo via e‐mail to all DGS 
Staff and to those on the SAM MM 

Distribution list.

5.
The pdf version is then 
added to the SAM MM 

website via the 
DOTNetNUKE program/
process (see attached ).

7.
Place original 
signed MM in 
folder/file for 

storage.

State Administrative Manual (SAM) 
Management Memo (MM) 

Process Flowchart

4.
The SAM unit reviews memo, adds MM number , 
date issued, and expiration date to memo, then 

transfers to ADA compliant pdf format.  If “Complete” 
the MM progresses to Step 5.  If “Not Complete” the 

MM is returned with instruction to the requestor. 

Complete

Not complete
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