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	To: 
< Insert Resource Lead Name>, 
Subj:  Notification of Assignment as Lead Incident Coordinator
Location: < Insert VANTS or VACO Video Bridge> 


Attachment: < Attach Mission Assignment, Request Action/Request Information, or Serious Incident Report>

You have been designated by <Insert the Senior VA Official Designating the Lead> as the lead for the attached incident. You have been identified as the most appropriate VA official to coordinate the response and direct recovery operations. The time was established based on your availability and that of all required participants.
Your efforts in this matter very much appreciated.
< Insert Name>,
OIT Business Continuity
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