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Agency Point of Contact (POC) Checklist 
For Messaging End User Migration 

 
DOCUMENT PURPOSE: This table lists the responsibilities for the Agency POC for 
Messaging End User Migration.  Migration is divided into three phases; pre-migration, 
migration, and post-migration phases.  
 
Check 
box 

ID Task Purpose Suggested Lead Time 

Pre-Migration (also referred to as the Discovery Phase) 

 1 
Read Messaging End 
User Migration 
Presentation 

Learn the details about the 
migration of the Messaging End User 
Migration to inform agency 
personnel 

60-30 days before 
scheduled migration 

 2 

Work closely and 
regularly with the 
Transformation POC 
and the Regional 
Integration Manager 

Ensure appropriate personnel are 
notified of responsibilities and aware 
of expectations. 

50-30 days before 
scheduled migration  

 3 

Provide resource 
contacts and technical 
information on the  
Messaging Survey, 
work with Regional 
Integration Manager 
(RIM)  

Gather technical data from the 
agency and logistical planning 

40-25 days before 
scheduled migration 

 4 

Work with AITR and 
determine what will be 
the Agency Share point 
policy and procedures 

Ensure AITR is aware of 
administration needed for 
establishing Share Point; establish 
agency task force to create policy 
and procedures 

40-30 days before 
scheduled migration 

 5 

Ensure training is 
arranged if necessary; 
work with technical 
trainer and monitor 
training progress 

Contact training department to 
arrange training if necessary. Work 
with agency Learning Management 
Specialist, Schedule instructor led 
training, brown bags or refresher 
courses if desired 

35-20 days before 
scheduled migration 

 6 

Verify 30 day notice to 
Agency Information 
Technology Resource 
(AITR) was received 

Work with Transformation POC to 
inform the AITR about the Migration 
Plan for their agency and the intent 
to contact their Agency POC directly 

30 days before scheduled 
migration 

 7 

Request personnel to 
take CBTs and obtain 
User IDs and 
Passwords 

Encourage and inform personnel 
members to take education support 
mechanisms currently offered 

25-1 day(s) before 
scheduled migration 
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 8 Receive and distribute 
20 day notice 

Inform the Agency Personnel and 
Current Operations about the 
Migration Plan for Agency, includes 
Go Live Date,  On Site Training 
Schedule,  CBT Link, and User ID 
and Password Requests 

25-20 days before 
scheduled migration 

 
 
 

Agency POC Checklist for Messaging End User Migration 
(continued) 

 
 
 
Pre–Migration (continued) 

 8 Receive and distribute 
10 day notice 

Remind the Agency Personnel and 
Current Operations about the 
Migration Plan for Agency, includes 
Go Live Date, CBT Link, and User ID 
and Password Request 

15-10 days before 
scheduled migration 

 9 

Sign off that agency is 
ready for migration and 
accepts responsibility 
for tasks 

Complete the Messaging End User 
Migration Acceptance document 

10-5 days before 
scheduled migration 

 10 Receive and distribute 
1 day notice 

Remind the Agency Personnel and 
Current Operations about next day 
migration for Agency, CBT Links, 
User ID and Password Requests, 
FAQs,  

5 days -1 day before 
scheduled migration 

Migration 

 11 
Ensure agency 
personnel are using 
new email system 

Ensure Agency Personnel use new 
email system 

Day 1   – Messaging End 
User Start Date through 
60 days after migration 

 12 

Ensure agency 
personnel are able to 
access Share Point 
repository 

Ensure Agency Personnel use Share 
Point; VITA will have guidelines 
regarding usage 

Day 1   – Messaging End 
User Start Date through 
60 days after migration 

Post-Migration 

 13 

Complete Post 
Migration Survey and 
return to Service Level 
Director (SLD) 

Provide feedback about migration 
process to Messaging End User 
Migration team 

21 – 30 days after 
migration 

 


