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Month Day, Year

Complainant’s Name

Complainant’s Address


RE:
Case Number
Dear Mr./Ms. Complainant’s Name:
We have received your Uniformed Services Employment and Reemployment Rights Act (USERRA) complaint against your employer, EEEEEEEE, and opened a case on October 1, 20XX.
Please submit all documentation relevant to your complaint to me at the letterhead address as soon as possible.  Do not send originals, send unaltered complete copies only.  (NOTE TO INVESTIGATOR:  If eligibility documentation was not provided with the original submission or if there are specific documents necessary for the investigation, include a request for the documentation here.)
If you signed an arbitration agreement (or if an arbitration agreement is part of a relevant collective bargaining agreement at your worksite), you should submit a complete copy of the agreement to me as soon as possible.   If you have witnesses you wish to offer, please provide the contact information listed in item 1. above as soon as possible.  You may submit the information via telephone to me at ???-???-????, by facsimile at ???-???-????, or by email to LastName.FirstName@dol.gov.  Voice mail is provided if we are unavailable.  Please leave a detailed message and someone will contact you as soon as possible.
The following is important if you have witness that can provide documentary and/or testimonial evidence to support your complaint:
1. The following information must be provided for each witness:

a. Full name, address (including zip code), and telephone number (including area code;

b. If the witness is a co-worker, provide his/her job title;

c. Summarize the information you believe the witness is able to provide; and

d. Provide the date, time, and place that is most convenient to meet with or contact the witness.  The place should be away from the work site, if possible.
2. If asked to, you must assist in locating your witnesses;
3. Do not “coach” witnesses by telling them what to say;
4. Witness interviews may be face-to-face, by telephone, or by mail;
5. You will not be allowed to participate when a witness is being interviewed;
6. A witness may refuse to cooperate without providing justification;
7. Witness anonymity is provided to the extent possible by the Veterans’ Employment and Training Service.  However, if your complaint is referred to the U.S. Attorney General/Office of Special Counsel (select relevant agency) for possible litigation, witness identities may be revealed to interested parties; and
8. Protection against retaliation to those who assist with the investigation is provided by the reemployment rights statute.
VETS will investigate your complaint and if it determines that the alleged action occurred, it will attempt to resolve the complaint by making reasonable efforts to ensure that the employer complies with USERRA.  If VETS is not able to resolve your complaint, VETS will notify you in writing of the results of its investigation and advise you of the right to seek referral of your complaint to the U.S. Attorney General/Office of Special Counsel (select relevant agency) for consideration of litigation.

Sincerely,
Investigator’s Name

Investigator’s Title
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