FLOW CHART FOR PROCESSING ISSUANCE (HANDBOOK) INFORMATION

OR A FORM FOR PUBLICATION BY F.I.LR.M. *
(No. 10 September 2011)

IDENTIFICATION of NEED

Unit or program identifies a need for the proposed
issuance (handbook) information or form.

Issuance (Handbook) Project

PROJECT PROPOSAL

Unit or program contacts the affected
program’s Administrative Information
Coordinator (AIC) (Handbook Owner) or
his/her designee to recommend the
development of the information for
(1) publication in an established handbook
as a handbook amendment, (2) publication
as a temporary handbook directive, or
(3) publication in a new handbook.

PROJECT DEVELOPMENT

AIC (Handbook Owner) or his/her designee
works with the unit or program and F.I.R.M.
to facilitate the development of the
proposed issuance (handbook) project in
accordance with the CAL FIRE 2000
Administrative Information Handbook.

PROJECT REVIEW and APROVAL

AIC (Handbook Owner) or his/her designee
works with the unit or program to route the
developed proposed issuance (handbook)
project to the appropriate review/approval
panel. NOTE: The review/approval panel

must include members as specified in
Section 2021.1 of the CAL FIRE 2000
Administrative Information Handbook.

PROJECT SUBMISSION to F.I.R.M.

AIC (Handbook Owner) or his/her designee
submits the approved issuance (handbook)
project to F.I.R.M. in accordance with
Section 2021.1 of the CAL FIRE
2000 Administrative Information
Handbook for publication.

*F.I.R.M.: Sacramento Headquarters Business Services Office’s Forms, Information, and Records Management Program
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