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From: <Enterprise Architecture Review Board>

Sent: <Date Time Stamp>
To: <VA Staff>
Subject:  EA Guidance Request: <Title of Request>
Dear < Insert VA Staff Name>,

Attached, please find a request that we have evaluated.  

< Acceptance>
We find that the request is relevant to Enterprise Architecture and is significant in scope.  Further, it has not been previously answered in other published responses.  We request that you validate this request as complete and actionable.

< Denial>
We find that there are problems with the request.  For example, we find that <the request is not relevant to Enterprise Architecture> <the request is not significant in scope> <the request has been answered in other published responses at ______>.  We request that you validate this request to accept or deny our findings. 

For further information, please contact <Insert Assigned Person’s Name> at <Insert assignee’s phone number>.  

Respectfully,

< Insert EA Director Name>
Director, Enterprise Architecture 

Office of Information Technology (OIT) 

U.S. Department of Veterans Affairs 

202-495-8368 (Blackberry)
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