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POLICY MEMO
FROM: The Director, Creative Data Works  
TO:  Catherine Sunny, The Head Administrator 
SUBJECT: Improving Data Center Operations
DATE: April 7, 2020	

[bookmark: _GoBack]The emergence of COVID-19 has exposed crucial gaps in our preparedness for pandemic preparedness. While the Creative Data Works has been at the forefront of gathering and analyzing data, much still needs to be done. In this regard, the executive held an emergency meeting last week and deliberated some measures to improve our preparedness and management of infectious diseases. In this memo, I would like to explain the short-term measures that we have to implement to stay afloat during this pandemic. 
In the history of our operation, never before have we faced a pandemic in the scale of COVID-19. Consequently, responding to pandemic requires a different approach. In response to the government’s directives, you will have to create a work from home schedule. It was also agreed that the staffing threat matrix is revised. Note that the facility will accept up to 40% absenteeism of online presence.  
With data dependency on the increase, we cannot risk an outage during this time. It is imperative that we up our game by changing our data center cleaning to avoid this scenario. It was agreed that we deep-clean the server area every two weeks as opposed to our once-in-six-months schedule. Cleaners will also have to wear protective gear to avoid contaminating the server area. Finally, it will be imperative to stress-test our VPNs to reduce the chances of supply-chain disruptions.
The expected overuse of the internet also means we should expand our capacity for supporting remote access. That notwithstanding, our systems may be overwhelmed due to increased vendor requests which may hamper facility maintenance. The stay-at-home directive may also affect employee availability.  You have the sole responsibility to create a plan to overcome these hurdles. 
