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MEMO



TO:
All DA-Site INFOhio Support Staff

RE:
Migration Documents for DA-Site Personnel – Sirsi K-12

DT:
Wednesday, April 7, 2004

Enclosed you will find the following migration documents which should be distributed to your customers as they transition to the new SIRSI K-12 Library Automation software:

MEMO: Information About the Upcoming Transition to Sirsi K-12 Library Automation Software
· Content: This memo provides background information regarding the history and progress of the INFOhio library automation project in relation to the transition to Sirsi K-12; in addition, it provides brief information regarding the benefits of the new software and of working with Sirsi.
· When to Distribute: Distribute ASAP, along with the brochure, What You Need to Know About Migration to Sirsi K-12.

· Distribute to: Superintendents (Public Schools), Principals (Independent Schools), Technology Coordinators, and Library/Media Staff.
Brochure: What You Need to Know About Migration to Sirsi K-12
· Content: This brochure provides information regarding the following areas as related to the transition to Sirsi K-12: costs, benefits, equipment specifications, database clean-up, and the overall migration process.
· When to Distribute: Distribute ASAP, along with the memo, Information About the Upcoming Transition to Sirsi K-12 Library Automation Software.

· Distribute to: Superintendents (Public Schools), Principals (Independent Schools), Technology Coordinators, and Library/Media Staff.
INFOhio Sirsi K-12 Participation Agreement

· Content: This agreement requires signatures from the top administrator of the school system/district and the Coordinator of Library/Media Services, thereby demonstrating their commitment to the requirements associated with the transition to Sirsi K-12.
· When to Distribute: Distribute to any customer that is in the active process of transitioning to Sirsi K-12; distribute along with the INFOhio Sirsi K-12 Participation Checklist and the INFOhio Sirsi K-12 Roles and Responsibilities.

· Distribute to: Superintendents (Public Schools), Principals (Independent Schools), and Coordinator of Library/Media Services.

· Special Instructions: Within the section, ‘By signing below, the District agrees…’ and at the bottom of document, modify the information to include the contact information for your DA-Site; also at the bottom of the document, include a date due (to be determined by the DA-Site).
INFOhio Sirsi K-12 Participation Checklist

· Content: This checklist details tasks that must be completed prior to the actual data conversion process; the checklist must be completed, signed, and returned by the Coordinator of Library/Media Services.
· When to Distribute: Distribute to any customer that is in the active process of transitioning to Sirsi K-12; distribute along with the INFOhio Sirsi K-12 Participation Agreement and the INFOhio Sirsi K-12 Roles and Responsibilities.

· Distribute to: Coordinator of Library/Media Services

· Special Instructions: At the bottom of the document, modify the information to include the contact information for your DA-Site and date due (to be determined by the DA-Site).
OVER (
INFOhio Sirsi K-12 Roles and Responsibilities

· Content: This document details the roles and responsibilities for the following groups: INFOhio Technical Services, DA-Site Providers, and Library Media Staff. 
· When to Distribute: Distribute to any customer that is in the active process of transitioning to Sirsi K-12; distribute along with the INFOhio Sirsi K-12 Participation Agreement and the INFOhio Sirsi K-12 Participation Checklist. 
· Distribute to: Superintendents (Public Schools), Principals (Independent Schools), and Coordinator of Library/Media Services.










