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Chabot College

Cisco Networking Academy II

Instructions:

1. Review the Business Memo Powerpoint lecture notes on the Semester 1 page; pay special attention to the characteristics of  successful memos.

2. Write a memo to the network users at your organization to let them know in advance about an upcoming project.  Print your memo and turn it in for bonus credit.

Here's the upcoming project:
Next weekend, you will be replacing a key router in your organization.  As a result, the network will be unavailable to users starting early Saturday morning.  You hope to finish and restore service by mid-afternoon, but unexpected problems might delay you.  There will be no outgoing E-mail service.  Incoming E-mail will be delayed, but not lost.  
A few changes will result from the project:   

· The new router has lots of Ethernet interfaces, so during the upgrade you plan to segment the existing user network into three subnets:  Business Dept, Science Dept. and Security Office.  You plan to implement access policies on the router that will prevent Business and Science users from reaching servers in the Security Office, though Security Office users will continue to be able to access the entire network.  All users will continue to be able to access the Internet and E-mail services.

· Users IP addresses will change as a result of the new subnets, but this should not be noticeable; your organization uses DHCP to assign and distribute IP addresses.  
· In the past few months, network utilization, collisions, and broadcast frame rates have been very high.  As a result of the planned segmentation, you expect to see significant reductions in these statistics.
Decide what you need to tell the users.  

Then write a memo to your users that follows the guidelines in the Semester 1 lecture.

Plan carefully.

Proofread carefully.
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