PPO Mailbox Procedure
	Introduction
	The PPO Mailbox is used by customers to inquire about policy issues.


	Responsibility
	Each of the Research Writers assigned to the PPO Mailbox must work together to ensure that each inquiry is quickly and accurately handled.


	Scope of Authority
	As a portion of PD, the PPO answers policy questions regarding non-IT Goods, IT Goods and IT Services. Questions concerning non-IT Services should be referred to OLS. 


	Terminology
	The table below defines terms you should know to perform the task.

Term

Definition

PPO Mailbox

The PPO Mailbox receives customer requests for information concerning policy. Policy 

PPO File

PPO Log

All inquiries are logged here. When the customer’s inquiry has been answered, the result is also logged here.
PPO

The Policies and Procedures Office is the portion of the Procurement Division to which you belong.

Customers
For this job aid, those who inquire concerning policy issues are considered customers. Customers may be internal (DGS) or external. 
OLS

OLS is the Office of Legal Services. OLS is mainly composed of lawyers and is a component of the Procurement Division.

 


	
	


	Before you begin
	[Explain what the reader should do to prepare to perform the task.]


Continued on next page
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	Warnings [or Cautions, or Guidelines]
	[Explain what the reader should or should not do to perform the task correctly or safely.]


	Procedure
	Follow the steps in the table below to [name the task].

Step

Action

 


	Related resources
	[Identify additional information or resources that explain the task.]


