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4.7 Management of Unrequested GMHS/DDGPO Briefs

WHO

WHAT

R AQ5

Brief arrives in CPCU Mailbox or is delivered by Unit Coordinator

Register on RecFind

Open brief and read thoroughly

Gofo 4.2 {2)-(8)

Photocopy brief

Highlight in yellow on photocopied brief File

Highlight in yellow File on original GMHS/DDGPO

1
2
3
4
5 | Write GMHS/DDGPO
6
7
8
0

E-mail to EXDG, SDL.O, MCM

10 | Tick on original that e-mails have been sent

11 | Provide original to GMHS/DDG ESO

12 | Keep photocopy on desk of relevant AOS.

13 | Forward to Records monthly.

ES0045

Last updated: 15/05/03 T T R
Page 31 of 41 C01.0032.0001.00091



-

p—_

5.2 Management of GMHS/DDGPO Submissions

WHO

WHAT

RAOS

1

Goto 5.1{(1)—(8)

Cross reference and register attached correspondence

Receive signed submission from GMHS/DDGPO

Make any notations in RecFind

Contact Unit to advise that submission signed

S PWiN

Either Forward original submission back fo originating Unit OR
photocopy front page and forward to originating Unit and original
to Records
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