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	To:
	NASA HQ Users Scheduled for Mobile Refresh
(Cell phone or smart phone without PKI encryption)     

	Subject:
	Mobile Device Refresh Details
User Action Required!

	What’s Happening:
	You have been identified as having a mobile device (cell phone or smart phone) without PKI encryption and are scheduled for a refresh.
Please take the time to read and understand the information contained in this notice to ensure a smooth deployment of your new mobile device.

	Details About Your Refresh:
	
	Name:
	xxxxx

	New Device:
	xxxxx

	Carrier:
	xxxxx

	Mobile Number:
	xxxxx

	Assigned Refresh Date:
	xxxxx

	Assigned Make-up Date:
	Xxxxx


Refer to the table below for the drop-off and pick-up times.

	Action Required:
	Confirm Order: Review the information above to verify your new mobile device information is correct. If there is an error with your order, contact Joe Lanasa, ITCD ACES Subject Matter Expert (SME) immediately.
Refresh Preparation:  Review the Mobile Ready Set Go! Guide, which contains important information and steps you may need to take prior to your mobile refresh.  While your NOMAD account data (e-mail, calendar, and contacts) will be transferred to your new device, action may be required on your part to back-up other types of data (e.g. applications, photos, etc.).  
Refresh Day: On the day of your refresh, you will drop off your existing mobile device and any accessories at your designated refresh location and time.  You will return to the same location during your designated pickup time to pick up your new device.
	User Location:
	Drop Off /Pick Up Location:
	Drop Off / Pick Up Times:

	HQ Building
	HQ Building
AT&T: Room 5D42
Verizon: Room 5D67
	Drop Off:  8 – 10 a.m.
Pick Up: 2 -4 p.m.

	Eye Street Buildings
	1225 Eye Street
AT&T: Room 1215
Verizon: Room 1212
	Drop Off:  8 - 9:30 a.m.
Pick Up: 2 -4 p.m.
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	The Mobile Refresh team has carefully assigned every user a primary refresh day and a make-up day based on the maximum number of devices that can be refreshed by the vendors each day.  We ask that you make every effort to receive your refresh on your scheduled day or makeup day during this deployment window.

	Alternative Options:
	· If you are unable to attend either of your assigned days, you may allow someone else to drop off your old device and pick up your new device in your absence on one of the dates assigned to you.  However, you will be responsible for syncing your new device with the NOMAD server to migrate your e-mail, calendar, and contact data.  This will require entering your NASA credentials.  Additional information is available in the Mobile Ready Set Go! Guide.
· If you are unable to attend either day assigned to you AND you are unable or choose not to send your device with someone else, you will be contacted after the Mobile Refresh project to make other arrangements at a later time.

	Resources:
	Mobile Ready, Set, Go! Guide:
https://aces.ndc.nasa.gov/documents/ReadySetGoCellularGuide.pdf 
Mobile Refresh Frequently Asked Questions (FAQs):
http://itcd.hq.nasa.gov/secure/aces/faq_mobile_refresh.doc 
Mobile hardware user guides:
https://aces.ndc.nasa.gov/training.html 
ETADS Benchmarks (NASA security requirements for mobile devices):
https://etads.nasa.gov/ascs/benchmarks/ 

	Learn More:
	HQ Mobile Refresh Project Web Page:
http://itcd.hq.nasa.gov/mobile_refresh.html

	Feedback:
	Your feedback is important to us and provides a method to evaluate existing processes and enable continual improvement. After you have received your new mobile device, complete the Cellular Feedback Survey: https://eu.ndc.nasa.gov/sites/centers/Lists/Mobile%20PostDeployment%20Survey/overview.aspx.

	Support:
	If you experience issues with your new device after your refresh has been completed, contact the Enterprise Service Desk (ESD):  
· Web Site (Submit ticket online): https://esd.nasa.gov
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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