
Agency Pre-Secure Email Readiness Checklist v3

	Use this checklist to keep track of outstanding tasks that should be completed.
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	1
	Form the Agency Secure Email Project Team
	 FORMCHECKBOX 
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	2
	Attend Introduction to Secure Email Meeting – Prerequisite
	 FORMCHECKBOX 


	[image: image3.png]



	3
	Attend Agency-Specific Encryption Policy Planning Meeting – Prerequisite
	 FORMCHECKBOX 
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	4
	Complete the Secure Email Policy Form and Submit to CTS – Prerequisite
	 FORMCHECKBOX 
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	5
	Submit Email Domain Names - Prerequisite
	 FORMCHECKBOX 
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	6
	Identify the Test-Users for Email Accounts with Secure Email
	 FORMCHECKBOX 
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	7
	Configure Secure Email for Agency
	 FORMCHECKBOX 
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	8
	Begin Testing; Validate Template; and Request Modifications
	 FORMCHECKBOX 
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	9
	Prepare Users for Service Transition, if Applicable – Prerequisite 
	 FORMCHECKBOX 
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	10
	Complete an Agency Deployment Approach and Schedule  – Prerequisite
	 FORMCHECKBOX 
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	11
	Secure Email Policy is Finalized - Prerequisite
	 FORMCHECKBOX 
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	12
	Confirm Agency Help Desk/Service Desk Readiness With Updated Procedures to Take Calls  – Prerequisite
	 FORMCHECKBOX 
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	13
	Confirm Agency Internal User Readiness to Answer Questions from External Users – Prerequisite 
	 FORMCHECKBOX 


	
	14
	Prepare Agency Users with the Secure Email End User Guide – Best Practice
	 FORMCHECKBOX 


	
	15
	Agency Personalizes and Provides End User Training – Best Practice
	 FORMCHECKBOX 


	
	16
	Agency Notification – Best Practice
	 FORMCHECKBOX 
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