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Role:
Customer/Agency
Responsibilities:

a) Identify Customer/Agency business needs

b) Develop/revise Procurement Request (PR) documents

c) Contact DAS SPO Resource Desk for consultation as needed

d) Submit draft PR to DAS SPO PR forwarding account
e) Submit revised PR to Consultant account

Role:
DAS SPO Resource Desk Representative
Responsibilities:

a) Be available for/Receive Customer/Agency call for assistance

b) Discuss/understand Customer/Agency business needs
c) Offer resource tools/review intake list of Procurement Request requirements

d) Create Special Request (SR); summarize Customer/Agency request
i. If request is complete following discussion with Customer/Agency, summarize the results and progress SR through “issue” step

ii.
If Customer/Agency needs further/more detailed assistance, forward SR to DAS SPO Consultation Request forwarding account (CR forwarding account)
Role:
DAS SPO Team Lead

Responsibilities:

a) Review PRs in PR forwarding account; assess readiness

b) If PR is complete, assign to DAS SPO analyst; forward PR to DAS SPO analyst account and send eMail notification to  Customer/Agency

c) Review SRs submitted by Resource Desk Representative in CR forwarding account

d) Assign SRs and incomplete PRs to Consultant; forward SR to Consultant account

e) Forward incomplete PRs to Customer/Agency and send eMail notification to Customer/Agency (include SR assignment to Consultant in notification)

Role:
DAS SPO Consultant

Responsibilities:

a) Review SR/incomplete PR; contact Customer/Agency

b) Discuss/understand Customer/Agency business needs
c) Offer resource tools/review intake list of PR requirements

d) Assist Customer/Agency in developing PR documents

e) Review revised PRs

f) Return incomplete PRs to Customer/Agency and send eMail notification to Customer/Agency

g) Forward completed PRs to PR forwarding account and send eMail notification to Customer/Agency

h) Progress completed SRs through “issue” step

