	Communication Request Form                                    Date:  

	[bookmark: _GoBack]The purpose of this request is to gather the necessary information and criteria needed to generate and deliver email message to a target population within the Federal Acquisition Workforce.  To initiate the process, please fill out the entire form and email it to contact@fai.gov.  The primary and alternate Requester points of contact will be notified as to the scheduled date/time for delivery of the requested email message; verification of message delivery; as well as statistics concerning the number of recipients.

	Requester Points of Contact:  Please provide both a primary and alternate point of contact responsible for the release of the email message.  Note that Requesters are responsible for obtaining their Agency’s approval for release of the message, prior to submitting a request.

	Primary
	Alternate

	Name:  
Title:
Organization:  
Phone:  
Email:  
	Name:  
Title:  
Organization:  
Phone:  
Email:  

	Target Population:  

	
□ Specific Agency (name) ____________________________________________
□ Career Field --- □ CON     □P/PM    □ COR     
□ Career Field Level ---  □ I    □ II    □ III   
□ Other Target Population (i.e.  SPE’s, CAOC) ____________________________
□ Entire Federal Acquisition Workforce (via FAITAS)

	

	Reason for the Communication:  The reason for the communication is needed to ensure proper coordination and approval.  The minimum lead time for communication release is 5 days from receipt of the request form.

	□ New Policy
□ New information resource (i.e. website, guide book, community of practice)
□ New training, education, or career development opportunity
□ Other:  ______________________________________________


	Message Subject Title Line:  Subject line should be descriptive enough to capture the recipient’s attention; yet also clear and concise.

	





	Communication Method :

	

	□ FAITAS Users
□ Post on FAI.gov
□ FAI Newsletter
□ Personal Email


	Requested Delivery Date:   Please provide rationale, if applicable, for the requested delivery date, e.g. “release of the email message is planned so that it coincides with a press release.”  Note that email messages are normally delivered beginning in late evening of the request date.

	
Date:________________

Rationale:  ___________________________________________________________________________


	Additional Instructions:   Please provide any additional instructions.
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