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From:  VA IOC OIT Liaison Team
To:  Daily Brief OIT
Cc: <Insert Director, Business Continuity>; VA IOC OIT Liaison Team 
Subject:  < Insert INITIAL, UPDATE, OR RESOLVED:> INCIDENT RESPONSE ALERT (IRA): <Insert Facility or Locality (State Abbreviation)> -  <Insert Name of Service/Application Disrupted>
<Insert repeat of subject line in BOLD> 
<Insert a description of the Service Disruption, including the time and date. Include who is taking specific actions. as appropriate.>. 

<Insert mitigated risk factors, if applicable>.
<Insert a description of the impact of the Service Disruption. Include population effected and type of person impacted: employee, contractor, veteran, supplier>. 

<Insert reporting name>
<Insert title >
<Insert organization 
<Insert phone number >- Office

<Insert phone number> - Cell
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