	Date:
	April 22, 2004

	
	

	What:
	This binder contains the PPO Operations Manual.  
The manual contains job aids to help PPO staff understand and carry out their tasks, specifically:

· Sample correspondence to be used at each step of the policy-development process
· Instructions for using PPO logs and forms

· Research assistance



	
	

	Why:
	To standardize processes and to assist new employees with understanding PPO processes. 

	
	

	Where:
	All desk manual contents can be accessed electronically at:

Z:/One DGS/Procurement Division/Technology and Acquisitions/Policy and Procedure Unit/PPO/PPO Operations Manual


