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H03-89 – Policy/Procedure
December 31, 2003

	TO: 
	Home and Community Services Regional Administrators

Area Agency on Aging Directors

	FROM:
	Penny Black, Director

Home and Community Services Division

	SUBJECT: 
	NEW ADSA-WIDE MANAGEMENT BULLETIN FORMAT

	Purpose:
	 To introduce the new format for Management Bulletins.

	Background:
	As part of transition planning, the Communications Subject Matter Expert (SME) team recommended that ADSA have a standardized, cross-division method for issuing policies, procedures, and information to the field.  Working together, the Communications Consortium developed the new MB format to:

· Ensure the purpose of why the MB is needed is always stated;

· Help staff quickly determine if the MB impacts them, 

· Clearly and concisely detail how to interpret and implement any new  policies and procedures and outline exactly what action staff are required to take. 
· In addition, the “search” capabilities on the intranet have been enhanced for finding archived MBs.

	What’s new, changed, or

Clarified

 
	· Starting January 1, 2004, the new MB format will be used in any HCS MB written.

· Starting January 1, 2004, Information Memorandums (IMs) will no longer be issued.

· The “Bulletin Type” at the top of the page indicates whether it is “Policy/procedure” or an  “Information” Bulletin.   
· Bulletin Types of “Policy/Procedure” will be any new policy and/or procedure or clarification, interpretation, or update of an existing policy and/or procedure.   
· Bulletin Types of “Information” will be important information that is not related to new or existing policy or procedure; i.e. training schedules, names, and telephone numbers, etc.  Whether action or not is required from the MB is no longer the differentiation between the two types.

	ACTION:
	· Review the ADSA MB format for further details on what will be included in each of the specific sections of the new MB format.
· Read Kathy’s memo for further detail on how this fits in to ADSA’s overall communications goals. 

	Related 
REFERENCES:
	None. 

	ATTACHMENT(S):   
	1. ADSA MB format
2. Kathy’s Memo

	CONTACT(S):
	Dotti Wilke, Communications Manager, at (360) 725-2495 or

wilkedc@dshs.wa.gov


