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Month Day, Year
Complainant’s Name

Complainant’s Address
RE:
Case Number
Dear Mr./Ms. Complainant’s Name:

Due to your failure to cooperate in the investigation of your complaint, closure of your case is being considered.  If you have not contacted this office by Month Day, Year, to provide the necessary information/documentation required to continue with the investigation of your case, we will infer that you no longer wish to pursue your complaint, and the case will be closed administratively due to your lack of response.

Sincerely,

Investigator’s Name

Investigator’s Title
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