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Overview

Summary

Reimagining OPGS
Communications:
Modern Guidance,
Clear Policies, and
Engaging Training
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Objectives
Driver Safety

B Parking and Procurement

Concierge Service
B Shipping and Receiving

Challenges

e Adapting to new
technologies

e Navigating the technical
and procedural learning
curve

e Iranslating theory into

¢, practice

Outcomes/Outputs

VDH Mailroom Policy

Application
Insert text here.

This policy applies to all Virginia Department of Health staff who prepare, send, receive, or manage
mail and package shipments through the designated mailroom services,

Policy

Insert text here,

Purpose
Insert text here,

(Policy Objectives, Intended Outcomes)

The purpose of this policy is to establish clear guidelines for the handling, tracking, and processing of
all inbound and outbound mail and shipments to ensure accuracy, security, and timely delivery.

~ Authority

Department of General Services - Insert link here,
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Concierge
training guide

VDH Driver Safety Policy

Application

All employees, or authorized agents, within the Virginia Department of Health (VDH) driving state
owned, remal, or personal vehicles while on agency business

Purpose

of all employees (0 !

authorized agents, and citizens of tha Commonwea'th of Vieginia: This policy establishes Driver Safety
and Monitorng Rules for all employees driving state-owned, leased. rentals, or personal
vehicles while on agency business. VDH representatives on agency busingss are expected to consistently
acghere 10 all traffic laws, s well a5, all of the safely and driver monitoring rules in this policy, \

1 e Oonera WNNes el

VDM is committed 1o ersuring the safety, health, and well-being

Authority

Department of General Services, Office of Fleet Management ~ Pobees and-Frocedures hdanus

4

OFFICE OF PROCUDEMENT AND CENERAL SERVICES

FLEET MANAGEMENT GUIDE

SUPERVISORS AND BUSINESS
MANAGERS

Please take all food deliveries to the
malin entrance on Grace St.
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Food!Deliveries,

Take a right and follow the foot path up the hill.

" The entrance
is here.

Turn left and take the walkway to the entrance.

The person who placed the order should meet you at the front doors.

// VIRGINIA
DEPARTMENT
OF HEALTH

Office of Procurement and General Services
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Connect
with me!

Conclusion

Significance

e Helped modernize and
streamline internal
communication

e Engaged in policy
creation and innovation

e Built a foundation of
resources for future
training

e Enhanced clarity for
iInformational materials

Takeaways

e Broadened policy

e Improved
communication design
skills

e Deepened understanding
In producing
user-friendly materials

e (Gained experience In
support of
administrative tasks
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