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	To:
	NASA HQ IT POCs.   Please review and distribute ONLY as appropriate.

	Subject:
	ACES Computer Refreshes Resume June 11

	What’s Happening:
	After careful review and a successful ORR on May 30, ACES will resume computer refreshes at NASA Headquarters on Monday, June 11, 2012. 
Updates on refresh and deployment plans were presented at the Customer Service Project Review (CSPR) on May 22.  

	What to Expect:
	Scheduling: The Refresh Scheduling Team will contact the IT POCs to confirm the seat order for users in their organizations who are to be refreshed during the upcoming month. The Scheduler will contact users directly to schedule their refresh.
Rescheduling: If a user is unable to keep their assigned refresh date, they will be instructed to contact the Scheduler to reschedule.
Outreach to Users: Below is a summary of the communications to be sent to users scheduled for a computer refresh.  Users who are scheduled to be refreshed in June will receive the same outreach, but in a compressed schedule.
	Timing
	Outreach
	Details

	45 days before refresh 
	IT Notice
	· Inform user of their upcoming refresh and what to expect.  
· Provide Ready, Set, Go! Guide
· Invite user to complete the pre-deployment questionnaire
· Provide training and user guide information

	
	Calendar invite
	· Sent to each user based on refresh schedule

	40 days before refresh
	Phone Call or E-mail
	· Follow-up on pre-deployment questionnaire

	7 days before refresh
	IT Notice
	· Remind user of their upcoming refresh and what they need to do to prepare. 

	1 or 2 days before refresh
	Phone Call or E-mail
	· Personal reminder to user of their upcoming refresh and what they need to do to prepare.

	Day of refresh
	Refresh and Leave-Behinds
	· Refresh occurs
· Provide Leave Behind instructions

	3-5 days after refresh
	IT Notice
	· Provide post-deployment instructions
· Provide support/training information
· Invitation to complete the post-deployment survey




	Learn More:
	For more information including instructions, a list of critical elements for a successful refresh, important links, user documentation, etc., visit the HQ Computer Refresh Project Web page: http://itcd.hq.nasa.gov/computer_refresh.html 

	Questions:
	· ACES Deployment Lead, 202-358-1683
· ACES Transition Manager, 202-358-1107

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