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

Thank you for your submission.  We have your ASD Guidance 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 >
· Governance Request Description:

<Insert the Request Description>

<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 not validated insert:>
Based on the contents of the request we are not able to validate the request.  Please provide the following items to ensure validation of your request:
· <Item 1,

· Item 2,
· Item n>
Your request will remain on hold till all items have been received.  After review of the remaining items 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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