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1. PURPOSE
<Copy and paste the following information in to the Save the Date and Planning Email.>
PLANNING ONLY (Disgover):
SENT ON BEHALF OF <name of Lockdown Lead and title>

Example below:

SENT ON BEHALF OF KELLI MONTALI, DIRECTOR PROCESS MANAGEMENT

You have been identified as an attendee of the <name of Lockdown>.  We will begin holding planning meetings the week of <month day> with one 1 hour call per week until the Lockdown which is tentatively planned for the week of <month day>.  
We have established a <name of Lockdown> group on the Disgover site containing all Lockdown folders for collaboration.  We have added all the attendees that are currently members of Discover to join this group.  If you are not a member, you should have received an invite to become a member so that we may add you to the group. Please let me know if you cannot view the site, or if there are additional members that need to be added.  

Below is the link to the <name of Lockdown Disgover site where you will find the Planning Presentation that will be presented utilizing the link below for our first meeting on < month day>. 

Discover:

https://www.disgover.com/network/home/313
VANTS 1-800-767-1750  #?????
-+-----+-----+-----+-----+-----+-----+-----+-----+-

Shafrath, Janice has invited you to attend an online meeting using Microsoft® Office Communications Server.

Join the meeting
PLANNING ONLY (SharePoint):
SENT ON BEHALF OF <name of Lockdown Lead and title>

Example below:

SENT ON BEHALF OF KELLI MONTALI, DIRECTOR PROCESS MANAGEMENT

You have been identified as an attendee of the  <name of Lockdown> planning group.  We will begin holding planning meetings the week of  <month day>  with one 1 hour call per week until the Lockdown which is tentatively planned for the week of  <month day>.    
We have established a <name of Lockdown> folder on SharePoint containing all Lockdown artifacts for collaboration.  Each of you should have contribute access.  Please let me know if you cannot view the site. For your convenience, attached below is the Lockdown Collaborative Workspace link and the Planning Presentation that will be presented at our first planning meeting on <month day> at #:##pm EST.  

<name of Lockdown>:
http://vaww.vaco.portal.va.gov/sites/ASD/LockDown/LockDown%20Docs/Forms/AllItems.aspx?RootFolder=%2fsites%2fASD%2fLockDown%2fLockDown%20Docs%2fOn%20Boarding%20Contractors%20Process&FolderCTID=&View=%7b5A90F1A9%2dF4CB%2d4053%2d8650%2dC96D8B1EFDBC%7d
VANTS 1-800-767-1750 #

-+-----+-----+-----+-----+-----+-----+-----+-----+-

Shafrath, Janice has invited you to attend an online meeting using Microsoft® Office Communications Server.

Join the meeting
SAVE THE DATE (Before Planning Meeting begin):
SENT ON BEHALF OF <name of Lockdown Lead and title>

Example below:

SENT ON BEHALF OF KELLI MONTALI, DIRECTOR PROCESS MANAGEMENT

The <name of organization hosting the Lockdown(sponsor)> will host the <name of Lockdown> Lockdown in <location> on <dates of Lockdown>.  You have been identified as an attendee.  The purpose of the lockdown is to enable knowledge transfer among the OIT Directorates regarding <name of Lockdown>, timelines, and artifacts and to document and standardize the <name of Lockdown>.  The culmination of this lockdown will be a defined <name of Lockdown> process in ProPath Release <release number> scheduled for <month year>.   
We will begin holding planning meetings the week of <month day> with one 1 hour call per week until the lockdown.  Calendar appointments will be sent to each attendee. 
We have established a <name of Lockdown> folder on SharePoint containing all Lockdown artifacts for collaboration.  Each of you should have contribute access.  Please let me know if you cannot view the site. Please see link provided below:
http://vaww.vaco.portal.va.gov/sites/ASD/LockDown/LockDown%20Docs/Forms/AllItems.aspx?View=%7b5A90F1A9%2dF4CB%2d4053%2d8650%2dC96D8B1EFDBC%7d 
SAVE THE DATE (Planning Meetings have begun plus logistics):
SENT ON BEHALF OF <name of Lockdown Lead and title>

Example below:

SENT ON BEHALF OF KELLI MONTALI, DIRECTOR PROCESS MANAGEMENT

The <name of organization hosting the Lockdown(sponsor)> will host the <name of Lockdown> Lockdown at the <name of the facility, city, state> on <month, day year>.  You have been identified as an attendee.  The purpose of the lockdown is to <Lockdown purpose statement>.  The culmination of this lockdown will be a defined <name of Lockdown>  process in ProPath Release <number if known>  scheduled for <month year>.    

We will continue holding planning meetings beginning <month day> with one 1 hour calls per week until the lockdown.  Calendar appointments will be sent to each attendee. 
For those who are not familiar with ProPath the following training is available. We encourage everyone to take one of the trainings prior to the lockdown.

· ProPath New User Introduction - <month day, year> #pm EST .  Sign up for this webinar through ITWD http://vaww.infoshare.va.gov/sites/ittrainingacademy/Lists/Calendar/Expand%20All.aspx?CalendarDate=12%2F30%2F2011 

· ProPath In-depth User Training – <month day, year> -#pm EST.  Sign up for this webinar through ITWD http://vaww.infoshare.va.gov/sites/ittrainingacademy/Lists/Calendar/Expand%20All.aspx?CalendarDate=12%2F30%2F2011
We have established a <name of Lockdown> Lockdown  group on the Disgover site containing all lockdown folders for collaboration.  We have invited all the attendees that are currently members of Discover to join the <name of Lockdown> Lockdown group.  If you are not a member of Disgover, you should have received an invite to become a member so that we may add you to the group. Please let me know if you cannot view the site, or if there are additional members that need to be added.  Below is the link to the <name of Lockdown> Lockdown group on the Disgover site where all lockdown artifacts are located for your review:

 <name of Lockdown> digover group:

https://www.disgover.com/network/home/313
Logistics for the lockdown are below.  Also, please see documents attached.

Dates of meeting:          <day of the week, month date> 31st  – 8:00am – 5:00pm

<day of the week, month date> – 8:00am – 5:00pm

<day of the week, month date> – 8:00am – 4:30pm

                                                (VTC and VANTS will be available during the lockdown – numbers will follow)

Location:                       <name of facility>
<address>
<city, state zip>
Lodging:                        On your own to arrange.  Please see attached hotels listed in the New Orleans Visitor Guide
Conference Rooms:      Please report to the main meeting in building 4, 1st floor conference room. Please see attached map provided. 
Laptops:                        Hard wire connections will not be available, please plan to bring your air card to connect. Or Everyone that plans on connecting to the network must have their laptops checked by local ISO staff. Please do not connect until you have been cleared.

Transportation:            You will need a rental car or need to coordinate travel to and from the lockdown.  Please try to arrange shared rides with others to avoid an over abundance of rentals. Or On your own to arrange.
Parking:                        Please park in the parking garage on the north side, lake side, behind building 4.
Building Access:           <name of facility> is a secured building. Please have a government issued ID when you check-in at the security gate where a visitor badge will be issued.  You must wear the visitor badge at all times and it will be required for building access. 

Dress:                             Business casual
Note:                              Please respond to this calendar invite with your confirmation of attendance or your notice to decline by COB <day, month year-two weeks after this notice goes out>.  
If you have any questions please let me know.  I look forward to seeing you all at the lockdown!

Thanks!

<The Lockdown Leads  signature will be at the bottom of the email sent>.

Example below:
Kelli B. Montali  
Director, Process Management (ProPath)
Architecture, Strategy and Design (005E)

Office of Information and Technology (OIT)

Cell/Office: 205-527-7584

Looking for ProPath? Visit http://vaww.oed.oit.va.gov/process/propath/
Need training on ProPath?  Visit http://vaww.oed.oit.va.gov/process/training/
Frequently Asked ProPath Questions?  Visit http://vaww.oed.wss.va.gov/process/Library/faq/Process_Management_Service_Frequently_Asked_Questions.htm
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VA Core Values: Integrity Commitment Advocacy Respect Excellence
VA Core Characteristics: Trustworthy | Accessible | Quality | Innovative | Agile | Integrated
Lockdown Postponed

SENT ON BEHALF OF <name of Lockdown Lead and title>

Example below:

SENT ON BEHALF OF KELLI MONTALI, DIRECTOR PROCESS MANAGEMENT

The <name of Lockdown> Lockdown  is postponed due to scheduling conflicts.

The <name of Lockdown> Lockdown this lockdown was to have been held <day, month, date> at the <facility name, city, state>.  The Lockdown will be rescheduled for the <month, year or date> timeframe.  All participants will be notified once a new date has been decided upon and asked to verify availability for the new dates.  

Thanks to everyone who has been supporting this effort so far.  We appreciate your efforts and look forward to continuing the work with you.  I apologize for any inconvenience caused by postponing the <name of Lockdown> Lockdown. 

Lockdown Cancelled

SENT ON BEHALF OF <name of Lockdown Lead and title>

Example below:

SENT ON BEHALF OF KELLI MONTALI, DIRECTOR PROCESS MANAGEMENT

The <name of Lockdown> Lockdown  is cancelled due to scheduling conflicts.

The <name of Lockdown> Lockdown this lockdown was to have been held <day, month, date> at the <facility name, city, state>.  The Lockdown will be rescheduled for the <month, year or date> timeframe.  All participants will be notified once a new date has been decided upon and asked to verify availability for the new dates.  

Thanks to everyone who has been supporting this effort so far.  We appreciate your efforts and look forward to continuing the work with you.  I apologize for any inconvenience caused by cancelling the <name of Lockdown> Lockdown. 
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