Sending General Inquiries
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Public Information

Send an inquiry |Acknowledge receipt|Initiate Process and Assistance 30 minutes
Division (PIAD)
Record the details in
the online database .
and assign reference HIAL ity IUES
number
If simple, draft
answers to the :
inquiry, then proceed lSnt?rﬁ:;yar
to last step. PIAD 60 minutes corm ané
If complex, convert Routing Sl
request to Inquiry g>1p
Summary Form (ISF)
Inquiry
Evaluation for . Summary
Evaluate the ISF oroper assignment PIAD Chief 1-2 wds I———
Routing Slip
Refer or endorse lSnt?nlilrI;]yar
queries to PIAD Twd i ané
appropriate office Routing Slip
receive update [0 he clent I
on the status of |. v h PIAD 30 minutes
his/her inquiry | "9uIry has been
referred
Inquiry
Assign staff to draft : : Summary
ANSWers Assigned Office Twd Form and
Routing Slip
Inquiry
Draft answers to the ; : Summary
ey Assigned Office 5wds corm and Response
Routing Slip
INnquiry
Review drafted ; ; Summary
S Assigned Office 2wds N
Routing Slip
INnquiry
Approve drafted : ; Summary
STGVET Assighed Office Twd =
Routing Slip
Inquiry
Forward approved . : ; Summary
response to PIAD Assigned Office 30 minutes i o Response
Routing Slip
Recelve Release response to PIAD cel o Response

response

the inquirer






