Department of Veterans Affairs

Resource Lead Notification 
[image: image1.png]



<Month><Year>
Version <#.#>
This template contains a paragraph style called Instructional Text. Text using this paragraph style is designed to assist the reader in completing the document. Text in paragraphs added after this help text is automatically set to the appropriate body text level. For best results and to maintain formatting consistency, use the provided paragraphs styles.

Revision History

	Date
	Version
	Description
	Author

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Place latest revisions at top of table.

To: 
< Insert Resource Lead Name>
Subject: Notification of Incident Coordination Meeting 

Location: < Insert VANTS or VACO Video Bridge>

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

The following incident needs your immediate attention and involvement. Your participation in a planning call is requested for < Insert Start Time and Date>
This time was established based on availability of all required participants. If you have a conflict, please delegate a representative to serve in your place.

Your support in restoring this time sensitive and mission critical service is very much appreciated.
< Insert Name>,
OIT Business Continuity
< Insert Phone Number>
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