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Month Day, Year

Agency POC

Agency POC Title

Agency Name

Agency Address
RE:
Complainant’s Name

Case Number

Dear  Mr./Ms. Agency POC’s Last Name:

This Veteran’s Employment and Training Service (VETS) is responsible for seeking compliance with Federal statutes and regulations relating to veterans’ preference.  Complainant has contacted this office in order to ascertain his rights relative to his veterans’ preference entitlement.  VETS authority to investigate and seek resolution of the complaint is contained in 5 U.S.C. 3330a.
Mr./Ms. Complainant’s Last Name  alleges he applied for Vacancy Announcement 01-01-5, Supply Clerk, GS-2005-7 with the agency. According to Complainant, he made a timely application for the subject position, was found qualified and referred for an interview.  He was interviewed for the subject position on February 28, 2001, but received a letter from the agency dated April 1, 2001 notifying him that he had not been selected for the subject position. Complainant believes that he is very well qualified for the subject position and, as a ten-point preference eligible, questions whether he received his veterans’ preference entitlement.  

Please review Mr./Ms. Complainant’s Full Name’s application history for Vacancy Announcement 01-01-5 with the agency and provide this office with a written statement of the agency position regarding Mr./Ms. Complainant’s Last Name’s application, veterans’ preference and the selection process.  Please include a copy of the employment certificate(s) used to fill Vacancy Announcement 01-01-5 and any related documentation.  An expeditious response to this inquiry for information by Month Day, Year  is greatly appreciated since a back wage complaint may also apply if Mr./Ms. Complainant’s Last Name’s complaint is determined to be meritorious.  

Sincerely,

Investigator’s Name

Investigator’s Title
cc:  Complainant’s Name
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