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From: <ASD Management>
Sent: <Date Time Stamp>
To: <Engagement Requester>
Subject:  EA Consultative Request Validation: <Title of Request>
Dear <Insert Engagement Requester Name>,

Thank you for your submission.  We have reviewed your ASD Consultative Request.  Below you will find a summary of the submitted request: 

· Requestor: <Insert Name, Title, Phone, Email>
· Project Manager: <Insert Name, Title, Phone, Email>
· Organization: <Insert Organization Name>
· Major Initiative (MI) Name: <Insert Initiative Name>
· Project Name: <Insert Project Name>
· Activity Delivery Date: <Insert Delivery Date >
· Consultative Request Description:

<Insert the Request Description>
· Required documents attached or are available at the URL you provided:

o
<Insert Yes or
o
No>
<Conditional if validated insert:>
Based on the contents of the request we are able to validate the request.  We will contact you within <Insert projected time> to confirm acceptance of your request
If you have an immediate need, please contact <Insert Assigned Person> at <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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