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From: <ASD Management>

Sent: <Date Time Stamp>
To: <Engagement Requester>
Subject:  EA Engagement Request ASD Priority and Tasking: <Title of Request>
Dear <Insert Engagement Requester Name>,

Thank you for your submission.  We have prioritized and assigned your ASD Engagement Request.  Please find the information below:

· Priority:
 

· < Insert choice of : High,

Medium,
Low>

· Queue Number: < Insert Number in Queue>
· Resource: EA Architect

We will contact you within < Insert projected time> to provide you with information of our analysis. 

If you have an immediate need, 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 
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