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How to use the Official Advertising contract for FY 07-08
Summary

Citywide blanket:

BPSF-0000-3403
Vendor:


Daily Journal Corporation (formerly California Newspaper Service Bureau)

Vendor #:


06031
*
1.
Purpose
These procedures explain how to place certain types of legally required advertisements in the City’s official newspapers.  The procedures provide detailed information regarding ads for bids and contracts over $50,000, because they are the ads placed most often by many City departments.  The procedures do not specifically address specialized ads placed by a few departments, such as ads for board and committee hearings placed by the Clerk of the Board, and ads relating to bond issues placed by the issuing agency.

Departments may also have occasion to place other types of ads in newspapers (official or otherwise).  For those situations, please call the vendor at (800) 788-7840 for more information.
2.
The two types of official ads
a.
Type 1:  published more than once on consecutive days

Type 1 ads must be published on at least two consecutive days.  An example is taxi permit notices.  Type 1 ads are a small fraction of the official advertising the City places.

b.
Type 2:  published once
Type 2 ads are published only once.  Examples include:  Board and Committee agendas; bids and contracts over $50,000; bond issues.

3.
When to advertise in which paper
The Board has designated the Examiner and Chronicle as the papers for official advertising as follows:

S. F. Examiner:
July 1, 2007 through December 31, 2007
S.F. Chronicle:
January 1, 2008 through June 30, 2008
4.
Advertising rates
Examiner:
$4.00 per line 

July 1, 2007 through December 31, 2007

Chronicle:

$4.50 per line 

January 1, 2008 through June 30, 2008
These rates apply only during the six-month period when each paper is the official newspaper, and only for official ads.  Regular rates, which are higher, apply for each newspaper outside of the contract period and for non-official ads placed at any time.
5.
Vendor name change and responsibilities
Until this fiscal year, the vendor the City paid was the California Newspaper Service Bureau, vendor. That company was purchased by, and has become a division of, the Daily Journal Corporation, vendor 06031.  

The Daily Journal Corporation handles the ad placement, tracking, service verification and billing for official notices published in the contract newspaper and other newspapers or required media (Internet site, trade publication, other). They will pay the media and bill your department as per your instructions. 
6.
How to place an ad
You can submit an ad over the web using the AdTech software program, or you can send an e-mail to the vendor.
a.
AdTech
The Daily Journal Corporation provides a free on-line software system, AdTech.  This software provides real-time newspaper publication schedules and deadlines, allows for import of legal advertising text, creates an advance proof and provides advance costs for contract newspapers.  The Clerk of the Board, Purchasing and other departments are already using AdTech.  For more information, please contact:


Ari Gutierrez
(800) 788-7840 ext. 5530 or ari_gutierrez@dailyjournal.com

or check this website:  http://adtech.dailyjournal.com/legalAds.
b.
By E-mail

Send the ad text that you want published along with publication and billing instructions, including your department’s account number if you know it (it appears on the invoice).  Please include the desired newspaper, or just indicate that the ad is official advertising and the vendor will place the ad in the correct paper.  Please provide information regarding the legal publishing requirement that must be met for a legal notice, e.g. publish 1 time at least 5 days prior to bid deadline. Or call (800) 788-7840 and the extension for the ad coordinator.

Blanca_Tovar@dailyjournal.com     
Ext. 5544   (Supervisor)

Vermyil_Thomas@dailyjournal.com 
Ext. 5532

Eileen_Martinez@dailyjournal.com
Ext. 5317

Glenda_Sobrique@dailyjournal.com
Ext. 5932

Ron_Parks@dailyjournal.com
Ext. 5534  (AdTech Technician)



c.
Indicate if it’s a Type 1 or Type 2 notice
Please notify the vendor whether your ad is Type 1 (published more than once) or Type 2 (published only once).  This helps ensure that your ad runs only as often as necessary and that you’re charged the right price for it.
7.
What goes in the ad for bids and contracts?

a.
Content

For ads for bids and contracts, please indicate that the ad is a Type 2 notice, which must be published once.

Administrative Code Sec. 21.2 requires the following information in the ad:

· General description of the service or product sought

· Bid due date

· City contact phone number.

For the ads Purchasing places for the bids we conduct, we also include the bid number, date and time of any pre-bid conference, and the URL of the City’s bid website, which will change over the weekend of July 28-29:


http://sunset.ci.sf.ca.us/pbids.nsf


(through July 27)


http://mission.sfgov.org/OCABidPublication
(on and after July 30)

The ad must be published at least five days before the bid is due.  

b.
Sample ad



Here’s an ad Purchasing is running for a bid for a janitorial contract:

Bid 83670; janitorial svcs at 555 7th St.; bid due August 24; pre-bid conference August 9.  Complete bid package is posted at:  http://sunset.ci.sf.ca.us/pbids.nsf.  For more information, call (415) 554-6743.
This provides all the legally required information; lets the bidder know something important is happening before the bid due date; and points the bidder to the website where the complete bid package and other information are posted.  It does not provide details on the project, because that information is in the bid package.

8.
Publication deadlines
As 1-1-07, the Examiner publishes 6 days a week with the deadline 12 noon one business day prior to publication.  The Chronicle publishes daily and its deadline is 3 p.m. two business days prior to publication.  Please send your request with ample time for processing.  Advance proofs by the newspaper require at least one extra day prior to the publication day deadline.

If the required publication day is on or near a holiday, please submit the ad at least one day earlier than stated above.  Other types of ads would have earlier deadlines.

9.
How to pay the bill
Departments do a release against this citywide blanket:  BPSF-0000-3403.

You must encumber funds before placing the ad, and this is done on ADPICS screen 2340 by creating a release against the citywide blanket.  In the BPO ID field, enter “BPSF00003403”.  Purchasing recommends a department create one release to cover the estimated spending for advertising during the fiscal year.

10. 
If you have service questions, call 1-800-788-7840: 

Account questions: 
Ari Gutierrez

Director, Contract Manager 
ext. 5530


ari_gutierrez@dailyjournal.com

Ad questions
Blanca Tovar

Ad Placement Supervisor 
ext. 5544


blanca_tovar@dailyjournal.com

Invoice questions:
Myrna Aquitania
Account Manager 


ext. 5584

myrna_aquitania@dailyjournal.com
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