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I PURPOSE 

To acquarnt Department of Beha\~~oral Health staff wrth the proper procedure to follow when 
pa~d advertlslng servlces are needed 

I I PROCEDlJRE 

A Reauestlnrr Party Will 

1 Prepare a purchase request routing slip and a memo addressed to the appropriate 
Deputy Drrector request~ng approval of the proposed advert~sement. The memo 
1s to Include 

a Reason for the advertisement 

b Name and address of newspaper or magazine In wh~ch the ad will be 
placed 

c The number of days the ad will run 

d The approx~mate cost of the ad 

e Exact wording and format of the ad 

2 Procure a Department purchase order number from Property Management 
follot\ ing Department approval 

NOTE A Department purchase order number must be obta~ned from 
Property Management before ~ l a c l n ~  the ad In order for the 
publrsher to have the complete billing information 

When plactng the adlllstlng wlth the publlsher- . 

a Inform publ~sher of Department purchase order number 

b Instruct publisher of the Behaworal Health billing address 

Department of Behav~oral Health 
ATTN Property Management 
700 E Gllbert Street 
San Bernardlno, CA 924 15 
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c Notlfy the publisher that a copy of the "tear sheet" or "proof of 
publicat~on" must be attached to the billlng invorce by the publlsher 
before payment will be Issued 

I3 Property Management staff will 

1 Once billing invoice is rece~ved, compare wordlng of ad listed on original 
memo wtth "tear sheet" or "proof of publ~cation" whlch shall be attached to the 
billing involce by the publlsher 

2 Process payment through the Flscal Section 

MN km 
a \cos\.advertts spm 

SEE MASS MEDlA POLICY ALSO 


