Outreach Advertising
1.
Purpose
These procedures explain how departments work with the Clerk of the Board to publish outreach ads in the City’s outreach newspapers.   These procedures are different from those for placing official advertising.  Both this document and the one for official advertising are posted on the Forms Center, in the category “Office of Contract Administration, Term Contracts (M-Z).”
2.
Board designation of outreach newspapers
The Board has designated the following newspapers as outreach papers for the indicated communities:


African-American
S.F. Bay View


Hispanic


El Reportero


Chinese


Asian Week






China Press






Sing Tao






World Journal


LGBT


Bay Area Reporter





Bay Times
3.
What outreach advertising covers
The Administrative Code Sec. 2.80-1 defines “outreach advertising” as follows:
(d)   “Outreach Advertisement” shall be an advertisement placed in the selected outreach periodicals one time per week.  This advertisement shall be no larger than four inches wide by six inches high and shall be prepared by the Clerk of the Board of Supervisors at the direction of the Board.  The Clerk shall select and include in each week's advertisement those major items pertaining to governmental operations for that week.
The Clerk’s Office suggests departments submit ad copy covering subjects like these:
· Information about your department—any accomplishments that you want to share with the public.

· Alerts—items about disease prevention, fire prevention, and crime prevention.

· Information about future events, seminars, or sessions that you wish the public to attend.

· Employment opportunities.

4.
How to place an ad
The Clerk of the Board of Supervisors places outreach advertising.  In the Clerk’s Office, the contact is:


Linda Wong
554-7703
linda.wong@sfgov.org

Please send Linda an e-mail with the information you’d like published.  Please limit the copy to 150 words or less.  Put “For outreach ad” on the Subject line.  

Departments do not contact the papers or the vendor on their own.  
Keep in mind that having the Clerk place an outreach ad for your department is not a substitute for placing an official ad.

5.
Publication schedule
Each Wednesday, the Clerk submits an ad of up to 500 words, which will be displayed in a 4”(6” display box in the outreach papers.  Here’s the schedule of events leading up to publication:

Departments submit ad copy to Clerk’s office:
Monday, 5 p.m.
Clerk submits ad to Daily Journal Corp.:

Wednesday morning
Publication:






by Friday of the following week

6.
How to pay the bill
Don’t worry about it.  The Clerk’s office pays the bill.  

7.
If you have questions

Call Linda Wong in the Clerk’s Office at 554-7703.
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