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CIO Leadership Agenda Item  
	Subj:  Item for Leadership Call < Insert Date of Leadership Call>  


To:    < Insert Name of OIT Leadership Call Coordinator>, 
Cc:    < Insert Name of OIT CIO staff assistant >
Please add the following item to the agenda of the Leadership Call <Insert Date of Leadership Call>. The Assistant Secretary of Information and Technology will need 5 minutes to ask the leadership team to promote participation of their staff in responding to the <Insert Survey Title>. This date has been coordinated with < Insert Name of OIT CIO staff assistant > to occur prior to the survey release date of <Insert Survey Start Date>.
Thank you for your assistance, 
< Insert Signature >
< Insert Name >
Director, Internal Business Relationship Management
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