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Month Day, Year

Complainant’s Name

Complainant’s Address
RE:
Case Number
Dear Mr./Ms. Complainant’s Name:
In response to your request for assistance with your rights and benefits under the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA), you are requested to complete the enclosed USERRA Eligibility Data Form 1010 (VETS Form 1010) or you may file the VETS Form 1010 electronically by going to our website at https://vets1010.dol.gov/.
Complete all items to the best of your knowledge.  In the comment section on the back of the form, if you run out of room, state exactly what your complaint is and what corrective action you are seeking (e.g., reinstatement to your job, seniority, pay, lost wages, etc.).  Also, please provide a copy of the following: [insert appropriate documents.]  If filing electronically, please provide the relevant documents separately to your investigator identified in the paragraph below. 
· Copy #4 of your Form DD-214

· The orders which sent you to, and returned you from, military duty

· The drill schedule which required your attendance at training

· All the forms you received while taking your military entrance exams

· [Privacy Act Form, Medical Release Form, if applicable]

Please sign, date, and return the requested VETS Form 1010 and all accompanying documents immediately.  This will enable us to act upon your complaint at the earliest possible date.  Questions and correspondence about your complaint should be addressed to your VETS Investigator, insert investigator’s name.  Failure to promptly forward these accompanying documents may cause your case to be administratively closed, unless the failure occurs because such documentation is not readily available through no fault of your own.  Please advise me within 10 days of receipt of this letter if and why you are unable to provide the requested documents.
Sincerely,

Investigator’s Name

Investigator’s Title
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