
Contact constitutional office 
rep. and special departments 
(Library/Parks/Comm. Center 
911) for preliminary review of 

existing listing. Set up a 
meeting date

Phone Listing Coordinator

Early April

Meet with each 
constitutional rep. and 
special departments to 

review and update 
existing listing

Phone Listing 
Coordinator

Mid April

Attend department 
meeting with business 
rep. and ask them to 
review existing listing

Phone Listing 
Coordinator

Mid April

Contact business center 
rep. for upcoming 

department meetings

Phone Listing 
Coordinator

Early April

Review existing listing 
with other members of 

their staff

Constitional Office Rep./
Business Center Rep.

Meet with 
constitutional and 
business rep. to 

review and update 
preliminary proof

Phone Listing 
Coordinator

Present preliminary 
proof to a focus 

group for review and 
recommendations

Phone Listing 
Coordinator

Discuss 
suggested 

changes with 
applicable reps. 

Phone Listing 
Coordinator

Create a final proof 
and send it to all reps. 

for official sign-off

Phone Listing 
Coordinator

Mid May

Verify accuracy of phone 
number & address. 

Contact reps and make 
changes if needed

Phone Listing 
Coordinator

Important Numbers
Verizon

Yellow Book

Respond to e-
mail that proof is 

received 

Phone Listing 
Coordinator

E-mail Verizon 
that proof is final

Phone Listing 
Coordinator

Send final proof 
to providers

Phone Listing 
Coordinator

E-mail providers and 
attach final proof

Phone Listing 
Coordinator

June 1

Mail cover letter 
and copy of proof 

to providers

Phone Listing 
Coordinator

Send a copy of 
cover letter to 

Executive Director 
and GM

Phone Listing 
Coordinator

E-mail the proof of 
important #s to 
Phone Listing 
Coordinator

Verizon

Verify accuracy 
of proof

Phone Listing 
Coordinator

Make changes to 
proof?

No

E-mail changes 
to Verizon

Phone Listing 
CoordinatorYes

Blue Pages
Level Three
Yellow Book

Call Yellow Book to verify 
receipt of proof. Write on 
proof date received, date 

confirmed with Yellow Book 
and proof's due date

Phone Listing Coordinator

E-mail Yellow Book 
that proof is final

Phone Listing 
Coordinator

E-mail providers and 
attach final proof 

Phone Listing 
Coordinator

End of May 

Mail cover letter 
and copy of proof 

to providers

Phone Listing 
Coordinator

Send a copy of 
cover letter to 

Executive Director 
and GM 

Phone Listing 
Coordinator

Mail the proof of 
blue pages to 
Phone Listing 
Coordinator

Yellow Book

Verify accuracy 
of proof 

Phone Listing 
Coordinator

Make changes 
to proof? 

No

Circle corrections in 
red. Make copy of 

pages that are 
changed. Mail changed 
pages to Yellow Book

Phone Listing 
Coordinator

Yes

White Pages
Level Three

Verizon
Yellow Book

E-mail providers and 
attach final proof  

Phone Listing 
Coordinator

End of May 

Mail cover letter 
and copy of proof 

to providers 

Phone Listing 
Coordinator

Send a copy of 
cover letter to 

Executive Director 
and GM 

Phone Listing 
Coordinator

Phone Directories Process

End End 1/02/07

Sign off the final proof

Constitional Office Rep./
Business Center Rep.

End

Process Owner: Donna Campbell


