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1. Reply to the R (include your name, ISR, and 800-line #).

1. Move the sent message out of your personal email mailbox  (if you are running multiple profiles concurrently) into the SMP sent items folder.

1. Move the original incoming message from to the SMP Survey Mailbox Incoming Messages sub-folder (e.g., “Questionnaire Request”) to which the subject matter of the message applies.  This indicates that the message has been read and addressed.

1. Log in Web Logging the Respondent Request and its outcome.

